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ABSTRACT 

This document contains validated activities and 
competencies needed by libtarians working in an academic library. The 
activities and competencies are organized according to the functions 
which academic librarians perform: acquisitions; cataloging; 
circulation and reader services; collection maintenance; interlibrary 
loan; management; reference; and serials control. Nithin each 
function, competencies are grotqped under the categories of Knowledge, 
Skills, and Attitudes, and three professional levels are dealt with: 
entry level (0-3 years experience), mid-level (4-9 years experience), 
and senior level (10 or more years experience). (THC) 
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List of Oontents 



1. Acateic Librarian Ocapetencies 

Introdaction 

Jtoquisitdons 
ilctivitieB 

wOldhted as eflsential iversus dpsi ruble 
wdidated as aore or less iqpoctant in the future 
Skills 

wOidated as essential versus desirable 
validated as aore or less iapoctant in tfae future 
M±ltndes 

vaulted as essential versus desirable 
validated as aore or less iqpoctant in tfae future 

Cataloging 
Jlctivities 

validated as essential versus desindble 
validated as aoce or less ii^octant in tfae future 
Skills 

validated as essential versus dewinrtSle 
validated as aore or less t it»o it«it in tfae future 
Attitudes 

validated as w niMn i <»i versus desirable 
validated as aoce or less iapoctant in tfae future 

Circulaticn and Peader Services 
Activities 
Kbotfledge 

validated as essential versus desirable 
validated as aoce or less i^xxrtant in tfae future 
Skills 

validated as fswnl HI versus desirable 
validated as aoce or less ii^tanL in tfae future 
ilttitudes 

validated as wmfntial versus desirable 
validated as aoce or less ii^octant in tfae future 

OoUection Ihintenanoe 
JtetivitieB 
Ktaovledge 

validated as essential versus desirable 
validated as aoce or leas i^octant in tfae future 
Skills 

validbtad as nwifHl liil versus desicriile 
validated as aoce or leas iipoctant in tfae figure 
Attitudes 

validated as ewwini lal versus desirable 
validated as aoce or lees iipoctant in tfae future 
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List Of Ocntents (cont'd) 



1. teadeaic Mhrarlan Ounie ta mles (cont'd) 

Inter litxaiy Loan 
Activities 
Itaovladge 

wOidMied as wwmttal versus desirable 
wOidftted as aore or less in>rtant in the future 
Skills 

validktted as enncntial veraus desirable 
wOidbted as aore or less important in the future 
Mtitudes 

validbted as essential veraus desirable 
wQldited as aore or less important in the future 



Activities 
Bwirledge 

wOiAfted as essential versus desirable 
validrted as aore or leas inxtant in the foture 
Skills 

^□iAtted as essential veraus deslnihle 
validated as aore or less important in tlie future 
Attitudes 

wOidftted as rnnfnl In1 versus desirable 
valiiteted as aore or less iq^ortant in tiie future 

Reference 
Activities 
Pioif ledge 

validated as essential versus desirable 
validated as aore or less inxtant in the future 
Skills 

^mliteted as eooential versus desirable 
valiAited as aore or less i^octant in the future 
Attitudes 

^mlidhted as essential veraus desirable 
wLUdated as aore or less iqpoctant in tbe future 

Serials Control 
Activities 
Kbotf ledge 

validated as essential versus desirable 
alldkited as aore or less iBortant in tbe future 
Skills 

wOitetea as fnwnt 1a1 versus desirable 
validated as aore or less i apoc ta n t in tbe future 
Attitudes 

mUdated as essential versus desirable 
VBlidited as aore or less iaportant in tbe figure 
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List of OcntoitB (cmt'd) 



2« Public Librarian Coopetencies 

3« School Librarian Con{)etencies 

4. l^pecial Librarian Gcnfietencies 

5« DBitabase Producer Professional Coopetencies 

6. Database Distributor/Service Professional Qinpetmcies 

7« mfomation Center/Clearinghouse Professional Conpetencies 

5. Records and Infomation Hemager CGn()etencies 

9. Arcdiivist/Moseuni Professional Con()etencie8 

10. Infomation Analysis Center ^ofession2d. Coopetencies 
11 • Infonnation Service Ccopany Professional Competencies 
12 • Library System Sillier Professional Coopetencies 
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This document ccntains validated activities and conpetencies needed 
by librarians working in an academic library. The following operational 
definition of oonpetency was developed: 



A coivetcncy is a gnexic knovledger skill or attitude of a person 
that is CB'UBlly related to e£fective behavioc as dacnstiated 
throng wtmwl p^trfomnoe criterJar vberex 



• Baovledie is having InfooBtion aboutr knowing, mderstandingr 
being aoqpainted with, being amxe of, having ca^ienoe of r or 
being fiBBiliar with soaetfaingr wnawww, or bow to do soaething. 

• Skill is the abUity to ose one's knowledge effectively. 

• Jlfctitude is a nental oc enotional apptoncfa to aaaething, or 



We have identified several types of knowledge that are necessary to 
perform information work satisfactorily as follows: 



• Basic knowledge in svx:h areas as language, communication, 
arithmetic operations, etc. 

• Subject knowledge of primary subject fields of users served 
sudi as medicine, chemistry, law, etc. 

• Library and Information work envlronmentia such as the 
information community, its participants and their social, 
economic and technical interrelationships, etc. 

• aiowledge of lAat w ork ie done such as the activities required 
to provide services and produce products, etc. 

• Knowledge of the organlzatien or HHPr crnrnmity served such as 
the mission, goals, and objectives of the user or the 
organization, user's infonnation needs and requirements, etc. 



o 
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There appear to be three kinds of skills necessary to perform 
information \fork satisfactorily including: 

• Basic fikillg such as cognitive, comnunication, analytical, etc. 

• skliig rpia^Ad <^ch qpecifir achivltiy being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc. 

• other fikillg such as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of librarians are found to be extremely iiqportant to work 
performance. We have found it useful to subdivide attitudes intos 

• DiqpQfiii^ionai at^i^it-tAs tOMard one's profession, the organiza- 
tion served, one's work organization, and other people such as 
users and co-workers. 

• Personality <-raii:fi/qualit:iPs such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc. 

• Ahf ifudee relatgrf jcfa/work/orqanlzatlcn suCh as willingness 

to accept responsibility, willingness to learn, desire to grow, 
etc. 

The activities and ccnpetencies are organized according to the 
functions tiyhich librarians perform, and by professional level as displayed 
in Figure 1. The competencies are cumulative across professional level, 
i.e., carpet encies of mid-level professionals include entries chown at the 
mid-level as well as those at the entry level, etc. 

It is inportant to understand the distinction between functions 
performed and positions or job titles. Our rationale b^ind the functional 
£^roach was that we were more concerned with lAuit information profession- 
als do than with what they are called. In a single-person library, 
therefore, the librarian will undoubtedly perform more than a single 
function. In using and interpreting the competency data in this docun»tr 
it is important to consider the functions being performed by 
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Figure 1 Organization of Activities and Conf)etencies 
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professionals and the activities being performed to determine which 
conqpetencies are appropriate. The functions identified for librarians 
working in academic libraries are: 

• acquisitions 

• cataloging 

• circulation and reader services 

• collection maintenance 

• interlibrary loan 

• management 

• reference 

• serials control. 

Ihree professional levels were defined as follows: 

• entry level (up to 3 years of professional experience) 

• mid level (4-9 years of professional e^^rience) 

• saiior level (10 or more years of professional es^rience) • 

T!tie activities performed are listed first and nunibered sequen- 
tially. Hhe actual assignment of individual activities to sidx:ategories of 
the major activities and to the functions varies from library to library. 
The organization of activitien that we developed provided us with the "best 
fit" case. Indented and unnumbered activities are essentially paraprofes- 
sional activities whichr in small libraries^ may be performed by 
professionals. 

The activities are followed by the validated sets of knowledger 
skills and attitudes. Two versions of each of the lists are presided. The 
first set have those competencies designated by the validators as ess^tial 
in bold face print, and those designated as desirable in regular face 
print. The level of emphasis is denoted by asterisks as follows: 

• denotes each conpetency rated as essential or desirable by 
50-70 percent of the validators of that competency 

denotes each competency rated as essential or desirable by 
71-84 percent of that validators of that conpetency 
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denotes each conpetency rated as essential or desirable by 
85-100 percent of tlie validators of that coipetency. 

The second set of knowledge, skills, and attitudes have conpeten- 
cies designated by the validators as becoming more or less inportant in the 
future, i^gain, the level of enphasis is denoted by asterisks as follows: 

* denotes each conpetency rated by 1-20 perceit of those who 
validated it (as essential, desirable, or not eqpplicable) as 
becoming more or less important in the future 

denotes each conpetency rated by 21-40 percent of those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less inportant in the future 

*** denotes each conpetency rated by 41-100 percent of those vAio 
validated it (as essential, desirable, or not applicable) as 
becoming more or less inportant in the future 

• denotes conpetencies rated as currently not e^lrjable v^ich 
have also been rated as becoming more inportant in the future. 
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ACTIVITIES 



ACQUISITIONS BOBY LEVEL 



Selection 

1. Develc^ a good understanding of the libraiy's collection develoEinent 
policies and guidelines 

2. Receive requests from college/university and library staff for 
purchase of materials for the library's collection (s) or for 
professional collections 

3. Forward orders for serlalE/nuonbered series to the serials control 
secticxi 

4. Select materials to order from publishers* catalogs, book reviews, 
bibliographies, circulation and interiibrary loan requests for 
materials not owned by the library, exchange lists, etc. 

5. Si^rvise the prqparation of lists of selected citations «d)idi may be 
reviewed by the iqppropriate faculty advisory group (s) for purchase 

6. Forward bibliogriqphic citations for selected serialai/hunbered series 
and any f -jdi materials received in the section/branch to the serials 
control section for processing 

7. Examine shipnents of msolicited materials (blanket ordere/on-e^roval 
shipments, gifts, etc.) to select which items are suitable for 
retention; annotate processing sl^ for each item as required 

8. AseicY. processing prior' i to all material selected for the 
oollx:tion(8) 

9. Maintain a statistical record of selection and the usefulness of 
various selection tools 

10. Si^rvise bibliographic 8e£\rd:ilng and verification: 

search In-prooess fil<>(s) (items on order, want lists, md re- 
oeivcMl iteois not jet cataloged) and library's catalog (s) to 
determine if the cited titles are needed for the collec- 
tion (s) 

annotate citations that are dlscorvered to be serials/hunbered 

series and return then to supervisor 
verify and locate additional bibliogri^ic data, as required; 

refer pcoblens to siqpeivisor 
maintain record of searching and verification statistics 
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ACTIVITIES 



ACQUISITIONS OmOf LEVEL 



Selection fcont'd^ 

11. Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problems to higher level 
staff, as appreciate 

12. Determine source of procurement (jobber, direct, gift, exchange, etc.) 

13. Prioritize reocnmended selections in each subject area; consult with 
mid level librarian to determine ^ich materials should be placed on 
the want list for possible order 2K±ion at a later Ate 

14. Supervise order/request processing: 

prepare records (manual or automated) for items to be otdeted/ 

requested now/later 
prepare purchase orders, if required 
prepare order/request docunentation for uiaillng 
claim outstanding orders 
cancel orders, as required 

re-issue orders to different sources, as required 
maintain statistical record of order/request processing 
derations 

Beoelpb Prt)oeB5ln9 

15. Supervise receipt processing of ordere^^requested materials, blanket 
order/Qn-'a(>pccval ^ipnents, unsolicited gifts, etc. 

open packages and retain sender information 
check ahipnents against packing lists/invoices 
dieck ehifinents for damage 
examine received items for inperfections 

for unsolicited shlFnents, search in-process file(s) and 

library's catalog (s) to determine \^ich items are needed for 

the collecticn 
jpdsite in-process file with receipt information 
upd&te in-prooess file re: any errors in receipt or receipt of 

damage^iinperfect materials 
annotate packing slips/invoioes for dBniage4/ini«rfect materials, 

incorrectly supplied materials, and unwanted materials 
annotate padclng sllpe/invoices to indicate materials whidi are 

branch copies 

annotate packing slips/invoices to certify receipt of all 

materials retained 
deliver packing slipfi/invoices to invoice processor 
insert anc|/or i:qpdate processing slips for materials to be 

retained 

erIc ^ ^5 



AcnvrriES 



AOQOISmONS WTBX LEVEL 



Reoelpt Proorsglna fcont'd) 

15. Supervise receipt processlrg of orderecl/reguested materials, blanket 
order/on-flppcGval ^pments, insolicited gifts, etc. (cont'd) 

mark materials retained for the collection as required (invoice 

nuiter, date of receipt, etc.^ 
place materials to be cataloged on the appropriate book trucks 
forward any serialsAunbered series received to the serials 

cmtrol s action 

process materiids for the professicnal collections as required 

and place on the apiMropriate book trucks 
send form letters to acknor;ledge gifts, if eqppropriate 
prepare damaged/imperfect materials, incorrectly supplied 

materials, and unwanted materials for return to si^pliers, if 

appropriate 

place utwantedl/damaged items not to be returned to si;cf>ller6 in 

specified area to await proper di^sal 
maintain statistical record of receipt processing operations 

16. Siqpervlse the ddliveiy tf library materials to th^ cataloging section 
at regular inteiveds 

17. Sapaxvise preparation and disposal of unwanted library materials 
file Haintmancc 

18. Supervise creation and mainterance of in-process file(s) 

input order^requests, want list items, unsolicited receipts 
i^te records based on correspondence received nnd actions taken 
update records with receipt, return and disposal information 
update records with oataloger assicpnnent, if appropriate 
update records when cataloging has been conpleted and items are 

no longer in process 
delete records at appropriate intervals, maintain statistical 

records of file creation and maintenance operations 

19. Supervise maintenance of accession records for materials which will 
not be added to the library's collections, if required 
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JMCXiVlTlES 



ACQUISITIONS 



ENnOf LEVEL 



Other 



20. 

21. 
22. 
23. 
24. 

25. 
26. 

27. 
28. 

29. 
30. 

31. 
32. 
33. 

34. 

35. 
36. 



Handle problens related to the selection and acquisition of library 
materials; refer special problems to higher level staff, as 
appropclate 

Assist staff in locating materials received in the library but still 
in process 

A^ise other libraries of sources used to obtain diff icult-to-locate 
materials 

Supervise the preparation of exchange lists for itens selected by 
senior librarians 

Examine dDlers' stodcs and publichers'/^roduoers' displi^s at book/AV 
fairs and oonferoioes in order to become fendliar with the character- 
istics of the veurious offerings 

Conduct library business by phone, vben appropriate 

Write meanos and letters, as required 

Prepare manuals of procedures 

Make reccninendEitions to the section manager for inprovement in opera- 
tions of the unit/section 

Attend and participate in staff meetings 

Provide an overview of the operations of the unit/section to visitors, 
as requested 

Supervise technicians, pan^rofessional staff, and student workers 

ffork to Jevdop "esprit de corps" among staff supervised 

Assist section manager in writing job descriptions for sell and for 
staff si:pervised 

Assist section manager in developing performance standards for self 
and for staff supervised 

Assist section manager in the review and performance evaluation of 
staff si:pervi6ed 

Assist in thfe selection of new technicians and pari^rofessicnals 
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ACTIVITIES 



AOQUismoNs wm level 



37. Keep abreast o£ developinentB in the Informatlcxi £leld, library 
practice or legislation that affect selection and acquisition of 
library materials 

38. Attend professional meetings and prepare reports for dissemination to 
staff 



39. De/eLop professional contacts both within and outside the library 



AOQUISmONS MID LEVEL 



Selection 

40. Keep abreast of the information needs of the user conmunlty so that 
selection of library materials may be made to support new course/ 
degree offerings and new research programs 

41. Select materials ^Ich are to be placed on the want list based on 
budget constraints 

verification and Ordering 

42. Si^nrise the maintenance of an address file of procurement sources 

43. Draft form letters for ordering/requesting library materials, 
clalming/cariceling orders, acknowledging gifts, etc. 

44. Schedule purchases of library materials in order to operate within the 
budget 

45. Work with contract an4/or purdiasing dqartment(s) of the college/ 
university to identify requiranents and develop draft procedures for 
purchasing library materials 

46. 1<iDrk with serials control staff to develop draft procedures for order- 
ing and fiscal control of serlalsyiiunbereJ series 
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AQUUIKITIGNS 



NXfJismofG 



MID LEVOi 



Ptsoal Oontrol 



47. 
48. 



49. 
50. 

51. 
52. 

53. 
54. 



Mork with the finance and aooounting deparlanent of the oollege/unlver- 
bity to identify requirenents and develop draft procedures for 
processing invoices for payment 

Supervise invoice processing for acquisition of library materials 

receive and log in packing slips/invoices fron acquisitions and 

serials control staff with receipt information noted 
receive and log in original invoices 

match original invoices with annotated packing slips/invoice 
cc^ies 

convert currency to U.S. dollarsr if required 

searcVi^^uest search of acquisition and serials control files to 

verify receipt, If necessary 
maintain record of eifwnditures by account, Including ciuurges to 

individual departnentsy^ograns within the colleg^university 
process approved invoices for payment and forward then to the 

appropriate fiscal office 
pcocess purcitase order docunents as required 
receive correqiondenoe frcm suppliers 
draft rqpiies to oorreepondence concerning payment prc^cms 
prepare prepayment statonents if required 

maintain fileB of invoices and other docunents related to the 

purchase of library materials 
prepare reports of ei^enditures and balances in all accounts 
maintain a record of invoice processing statistics 

Maintain control of the library materials budget; notify the section 
manager of situations which may require special action 

Review reports of e]f>enditures and balances in all accoints as 
prepared an accounting technician; draft narrative statements to 
acoonpany the reports, if required 

ApproveAiodify dreift relies to correspondence ccxiceming payment 
problems 

«4brk with the finance and accounting department of the oollege/univer- 
si^ to estabLiflh deposit accounts with certain suppliers 

Determine the average cost of each type of library material purchased 

Project budget requirements for purchasing library materials for the 
new fiscal year 
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ACQUISITIONS HID LEVEL 

Plfioal Qontrol fonnt'd^ 

55. Assess performance of existing equiEOHait/systenis used in acquisitions 
and investigate capabilities of other equipnent/systoDS 

56. ReoGmnend acquisition of new/additional equipment/systems 

57. Train staff in operation and in-house maintenance of equipnent/eystems 

58. Supervise in-4iouse operation and maintenance of equiponent/systans 

59. Gather information for maintenance contracts on equipment/systems 

€0. Draft statements of vrork for contact pcogoBalB for services, fiystennsr 
equipnent and/or maintenance 

61. Evaluate contractors' proposals 

62. Train and supervise entry level staff and accounting technician (s) 

63. Assist in the selection of new professional staff and accounting 
technician (s) 

64. Write articles for E»:ofessicnal joumal^newsletters vtien appropriate 



AOQOisrnoNS senior levee. 



Selection 

65. Select and maintain an v:p-to-date collection of selection tools and 
aids to bibliographic verification 

Z6, Work with reference and interlibrary loan section staff members and 
with departmental/special collection librarians to analyze library 
resources in the area and make recoDinendaticns concerning the degree 
to vrtiich duplication of oollectlans itfiould occur. Identify subject 
areas in «Aiich resource sharing may be mutually beneficial 

67. Work with reference staff, departmental/special collection librarians, 
and faculty advisory groiq^ to identify user needs and activities and 
charges occurring in the user population which will influence 
selection of library materials 
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AcnvmEs 



AQOUISinONS 



Selecfalon fcont'd^ 



68. 
69. 
70. 

71. 

72. 
73. 

74. 

75. 

76. 
77. 

78. 
79. 



Fonnulate draft selection and retention policies for all types of 
library materials 

Prepare draft selection guide^.ines to be used by staff and facul^ 
acK^isory grot^e as an aid to interpreting selection policies 

Periodically revieif steiff select as to ensure more uiiform inter- 
pretation of the selection pol; j.8s; oonciuct training sessions as 
required 

Participate in ineetings of faculty advisory groups vAilch review lists 
of materials selected for purchase 

Evaluate the existing collection (s) and identify areas of weakness 

Prepare lists of nateriels to be purchased in order to upgrade areas 
of weakness in the collection (s) 

Together with departmental/special collection librarlansr reference 
staff and faculty advisory groupsr oanpile lists of reLereice books 
and standard works that comprise a basic collection in each major 
subject area. New editions of these materials are purchased 
autoanatically 

Together with departmental/i^>ecial collection librarlansr reference 
and reader services staff and faculty advisory groupsr select 
materials for branch oollectiontf 

Develqp guidelines for identifying materials in the collection (s) 
t^ich should be retained in microform for preservation 

Review damaged materials identified fcy collection maintenance staff; 
determine i^ch materials should be replacedr discarded, reboundr or 
replaced by a new edition or more recent work on the same subject 

Select items whid> have been weeded or set aside for disposal which 
may be offered to exchange partners, if i^ropriate 

Identify existing collections of special value to the library vtiidb 
are advertised for sale or which may be solicited as gifts 
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ACTIVITIES 



ACQUISITIONS 



SENIOR LEVO. 



80. 
81. 

82. 
83. 

84. 

85. 

86. 

87. 

88. 

89. 
90. 
91. 
92. 
93. 
94. 
95. 



Pinction as a technical expert in all matters of selection emd 
acquisition of library materials 

Work with senior reader services, cataloging and serials control staff 
moobers to identify {Mrocoessing priorities and draft guidelines for 
priority assignment to all Incodiing library materials 

Hake preliminary arrangements for obtaining designation as a full/ 
partial depository for govemnent dociments 

Interview saleanen and puhLidiers* and deeders' representatives to 
learn about forthcoming publications, revisions of standard reference 
works, services offered, etc. 

Assist the section manager in negotiating with publishers* and 
dealers' repre8entatj.v<ts to set up on appccwl prograons and other 
services 

Prepare an evaluation of each dealer's performance for review by the 
section manager 

Develop procedures for acquisition of theses ttid dissertations, as 
required 

Develop procedures fo.' acquisition of materials for the iniversity 
archives collection 

Identify sources for obtaining out of print materials vdiidi are to be 
r^laoe^/added to the collection 

Draft a gift acceptance policy statement 

Identify potential exchange partners 

Draft an exchange policy statement 

Draft docunentation to establish an exchange program 

Supervise the exchange program 

Appraise the val'je of highly specialized md rare materials 
Identify sources for disposal of unwanted materials 
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ACTIVITIES 



AOQUISmONS SENIOR LEVH. 

Other foonf 

96. Draft docunentatlon to set up dleposal progrent, including qpecied 
previsions for disposal of classified materials 

97. Draft all selection and acquisition procedures and policies; draft 
revisions as required 

98. Flowchart and docvment selection and acquisition procedures 

99. Assist section manager in (»i-golng systems analysis of the section 

100. Analyze statistics for all operations in the section and prepare draft 
statistical reports 

101. Train and supenrise mid level staff 

102. Participate in coninittees to determine faculty status/tenure, as 
required 

103. Fmction as section manager in hie/her absence 
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AOQOISinONS EMTPY LEVEL 



*** knowledge lelated to liteiacyr nmecdcy, hmhIiiiI Iihii. etc. 
filihjefft: Knfflflfrigf 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreicpi languages 

T.4hrary L Tnfftnwif 4oB flelence Khcwiedy* (Generic) 

** knoirladgie of dsf initicnr otnictnier audi fooats oC InfiooBtiaa 

* knovledge oC altaoiBtive mitmd w B to the oigBnlatlcn of inftwificn 

* knoirlfl^ of altematiipe <m n mt< iB ii to ntrl«ml of InfionBtion 

* knowledge cf alternative iqpproacfaes to information managonent 

* knowledge of available and emerging information tednologiee and their 

iqpplioations 

* knowledge of ccmpleted and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

*** knoirledge of how to learn on an ongoing basis 

Khowledge ^tnt InffTnn**-^"" ""'-'t envlrotmentB 

* knowledge of the eic«nding information ocnnunily, its participants and 

their interrelationships (social, eooncmic, technical, etc.) 
** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge of the users of the services and products, their diaracter- 

istics and information habits 

Khcwlcdipe of what work la done 

** knoMladge of tlie aoqnisltiaQS £bn^ion» the range of seivlceB and 
pcodncts offMI (both •ctnal m potsntlal) 

* knawlcdgia of tte actiwitlM tliat an nqoiced * j oCte the aenrloeB and 

pKodnoe tiia pmfl ii r*! 

* knowledge of the various resources that are necessary to su{f)ort the 

activities 

** knowladge of tafdaStim tads moA sanzoes of biUiogniiiic Infoaatlan 
** knowls^^ of aognlsltlfln Mlliodi nd tsciniqDNB 

* kDOvlsdie of pecfoiMnoe ^t^t^ and bov it cm be aMflnrad 

* lnifflfl*fl||t of job rwpfiMTlhil If I w it^ wwlclnj '*'ft**t1 *' TW (e*9»r range 

of dtttissr pcobrtiite oBUpwfrlcn, bansfitSr etc.) 
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AOQDisrnoNS wm i£vel 

KhOrfledyc of how to do work 

* knowledge of bov to pecfom tbe wurloos activities 

** knowledge of bow to use the acquisitions tools and sources of 

* knowledge of bow to afiply tiie aoqpisitions ■nlbodp and tfciwlqnfe 

* knowledge of personnel procedures 

Khcwledqe of the inatltiitlcn served and Ita library 

* knowledge of tbe aissionf goals and objectives of the inetitotion 



* knowledge of tbe structure of the institution and the role cf the 

library within the institution 
** knowledge of the various programs offered and key personnel within the 
institution 

* knowledge of tbe policies and pcoced uies rdovont to tbe libcazy 

* knowledge of tbe vnrioas lesonicv asailable witbin the libcazy (e.g., 

pecsonntiL, eooiiMnt, etc*) 

* knowledge of the users' Infoznatlon neeJs and requirenents 

* knowledge of tbe collection, and of zelBted collections 



AOQDISinONS MID I£VEL 

** gzeatec defitbs of knowledgie q^if led above 

** knowledge of tiie operatlma of otber sections In tbe Ubcaiy and bow 

tbtf zelate to *wy<^tl c n ff 
** knowle^ of available vendocHBqKilied aystCBs, setvioes and pcodocts 

to B U Tff ft i K^y f ii rt t l ^fw 
** knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate fastens, 
services and products 
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POUPGR 



MXPISTTiaSS 



SmOR LEVEL 



gnsbtt <lHpHin of knovlttdge ipeei f l c d above 

* lmo»led9k» of jxHUc cdatlcDS tertniiiaBB 
knovladge oC statiBtloal i»»«cciption» analyBls, inteipzctatlon and 

pwwfcatloH 

oC tfaft ooats mmnrii&mH witb Utmy naoocoee ^atar lals, 
qpaoa, abc.) 

•* knoirladga oC oo^ analysis and intecpcctaticn setiiodB 
tamrla^ oC MttiodB oC la so m os allnraiUm 

* kntmUeiat oC standaida, saBsurwi and MthodB for swaluating i ie r an m e l 

* knowledge of altema'. tve management structures and their inplloatlons 

for the operation of the library 

* state-o£-tiiB-«xt knoirlsdge of llbOQ rfmnirrti and rrartine 



ierIc 
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OUMOSMCIES mHJOROB) AS BKXMENB 

wDBEvaeaB UEB um ma 

IN 1BE FimMt 
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KWMJTCB 



AOQacsinoNS entry level 



*** knovl^dge related to litoacY, vmeacjf, iimiiIiiiI Um, etc. 

** knowledge of the priMiy subject field of users served (e.g. , 

literature^ ansicr etc.) 
** knowledge of forely Ingnages 

Mhrary t Tnfonnatjon fielenc» Khcwledoe (Generic) 

** knovledge of drffaltlmy struetnrer moA foxaats of InfnfiUm 
*** knowle^ of altenative ^iJroacfaeB to tlie oKganisation of infoaatlm 

** knowledge of idtemative ei%»oedbes to retriarol of Infonatlon 
*** knovle^ of altecMtive mn oncfae s to Infinwit'tai ■ w i mj Mi . ii l 
*** knowledge of arailafaile «id MMrginq infooHtion tednologies and their 

* knowledge of oonsleted nd ongoing research In the f i^ and its 

aiVlioability to practice 

* knowledge of ca r eer < ni p ft ff1 wit Iw i 

** knowledge of how to learn on an ongoing faasis 

-ftir^lAilgA mh^rt- ]pff^r^^Am work mtaircm^g±B 

** knowU^ of the e^wnding Inffnwatlm nanilly» its partidpents and 
their InterretUtlonehlps (social, eoonoiiCr tectalcal, etc.) 

* knowledge of the variety of work settings and their orgHiintiflnal 

structures 

** knowledge of the fwctlans perftw e d 'lithln the various work settings 

*** knowledge of the users of the services and pcodocts, their character- 
istics and InCojoaatlon 

Khcwledgg of what %iorlc la done 

*• InoMledge of the acquisitions func tion, t he range of services and 
pfoAicta offered (both actnal and pote nHal ) 

* Idiowledge of the activities that are roqpired to offer the sarvioas and 

p pftfl i ifi^ f ffif pcodttcts 

* knowledge of the various re so ur oas that are naceaaaiy to aopport the 

activities 

* knowledge of aognisf tion tools and sources of hihUogr^ic InCoantion 
^ kiyyltflgft of wr<f*t^ on nttodi and tertuVjiies 

taWMledge of p e rto MMoe amcted and how it can be Mssured 

* knowlw^ of job mponslhilltleB and working conditions (e.g., range 

of dtaties, pcofaaUe oanwnsaUnn, benefits, etc.) 
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IWCliffflRB 



AOQDisrnoNS wm level 



Khowledpe of hew to do wrk 

* knair7.«te oC boir to perCoa tkMt wuiooB aetivitles 

* knowledge of hov to use the acqoleitlons tools and soarces of 

* tanrledge of faoir to apply tiie aogolBitloDs Hhnili and terinlqarB 

Khowlcdge of the Ingtltiitlcn aeived and ita library 

** knovledge of the Biasion, goals aod objectives of the Jnstitotion 

** knarledie of the straetnce of tfaa Inetituticn and the zole of the 

liteazy within tha inatitntion 
** knovledge of tha varioos iiriijiin offiand and kef ii e i s ni iel within tfaa 
istitution 

* knowledge of tha prtHdee and pcocadozas lelennt to tfaa lifacazy 

* knowled^ of tfaa wirions zeaouzceB anmllable within tha lifacazy (e.g., 

pecsonnaif e^pijMnbf etc*) 
** knowledge of tha uaecs* infbantion n ead a and zeqoisiwnts 

* knowledge of the oollaction« and of zadated ooUections 



NXfJISTnatS MID LEVO. 



** knowledge of tha opezatlona of other eart-lcns in the lifacazy and bow 

tfaqr ceiate to aoqnisitiaia 
* knowledae of oiailafale vcndor-aaoDlJed svstnsa saiwi oas and ocodocts 
to a ^yozi. flffyf v iti ffl fig 
knowledge of the oontzncting pcooassr faoth in ' j wi wa l and wiUiin the 
ocgBnijBtion 

** knowledge of ewQuafricn fffandB and tacfanliyiiw to evalnate syatassr 
sacvioas and pcodicta 
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A0QDISITI{X6 



SBHOR LEVEL 



* knoirledge of pUlc caHations tactwlgpns 

** knovledge oC ■tatlatlcal dMcxlptlon, amdysls, Infcerpntatlon and 

** knoirladge oC tte costs tmmrit&tA idtii lUocBiy naoncoeB Onterials, 
pononiUf mgmXf sec*! 
knoiiladgs oC oosfc anlyiis and I nHwi Tt'i ta t' lfl W MtiiodB 
** knoirlAdge of Hhnili of w o ur oo aUoatkn 

** knoirlo^ oC flbnftuedB, —iwiriiii aid HlioaB for OTaliatlng penomel 
** knoirla^ oC alUmotlve ini jwwnl ■tnictnnB and tbsir iq^UoBticns 

£(« tiM» cpemtlcn of tte litmgr 
** atattt-oMie-act knoirledge oC liteaiy twwiirli aid pract ic e 
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SKIUS 



HXfJusmxxs was level 



BaBlr, ail Iff 

*** UteracYf i— eia cy» oo9iitlve« analytlcalf umihIiiiI Iiiiii, etc. 

Skills Iteliited to Specific Achivitiea 
AbUity tot 

* perf otm aadk activity 

<»^*^1f«^ M Bpo cL wlAh usees and rollcnqufin 
** iiMiiliHl II vsU tf wdtUn, vsetel and ucu v ei lj al Mons 
oondoet m Jnfcenrlar 

* conduct meetings with individuals and groups 

* oollectr analyze and interpret data 

* make decisions and recoanendations based on available information 
sifieEvise sta£f 

*** vocfc IndqpendBDtly and in gnnps 

* develop criteria for evaluation 

Ability to: 

* make effective, tiiidy, and well-inf ooed dedstoDS 

* isolate and define pcoblens and develop the necessary criteria and 

action for their solution 
** anage tiM e£Cectively 



ACX2UISinONS KID LEVEL 



Skllla Iteliitrf to &A fipacif Ic Activit^^ 

*** flkills listed atiove are deviSIoped to a gieatv aifcflDt 

Ability tot 

* penoeive tte nssds oC the ocganlsitlai and not just tbt Ulxaiy 

* oDtlclpate Iflng^noge needs oC lifacaiy 

dwl9B qfstaH and pKOOsAms to Japcove Hhcaiy cpentions 

* arbitrate and negotiate 
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sous 



AOQUISmONS 



SENIOR LEVQL 



*** flkllls listed above aze devdoped to a greater ottent 

Ability to: 

*** afply ■BthodB oC nHniii wiil and ewQuatlon 

*** budget and aake projections 

*** opt-talip tte use of llbcaiy l eeo uro e s 
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iXjK^vmK iJB vM jaa ai us vb mdks 

KKB VBGQB L BS M ORPIiir 
ZM TBSt fflRUKB 
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ERIC 



AOQDisrrioNs omor level 

Basic ailXg 

** litenKy« mmacyf oo^dttm, onalytloalr mmiiIiiiI I<hii» etc. 

aniB Pf>1»1-ftd to Specific Activities 
AbUity tot 

* flstsfaliab witb whtt Md ooIXmqqbb 

* I iimlmm imU writUn, vwtel and a o n f et faal aeans 

* oondtact an Intervinr 

* oandtaet nwilfaiifD wiUi IndMAaQs and gravs 
ooUactf ann^fas and ivttrpnt difcft 

** BBte ^■'^f**^ and nomndsfcicm tn a ad on anvdlBfalc infocMtion 

* BoptniBt ateCC 

^ wodc Indhpandontly and ixt gcoc^pB 

* defvelap criteria for evaloBtion 

Ability tot 



* nke e££ectivftr tinely, md wdl-liifoaed dBciricnB 
** iBolate and define praUcBB and develop tiie nnpeneery criteria and 
action for their aolBlrion 



AOQUISmONS MID LEVEL 



Sklllfl Iteliited to Bich Specific Activity 
Ability tot 



peroaif tlie naede of tba OB^nintlon and nofc Juat Idia libtaiy 
** anticipate lons^sanga needa of libcaiy 
** dBai9i agpataaa and pcooadocaa to laficaNre lUnuy cparafricnB 

arbitcate and nagotlafce 



AoguisrnoNs sboor level 




aXVREBCIEB WJHOBD AS 
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iSRIDDBS 



ERIC 



M3QDISITION5 

DlBpoBltlonal tetltudes 

AfctifciAB agyard Tnatlfaitlona 

•* nBnpwrt for the libcaiy 
* nnniifrl for tlie faicnt organlatlcn 

Attltaidftg ItaMard Other People 

Ttafcard Dfterg 



* Like people in gaaesal 

* Like to meet people 

* Like to make others feel ocnifortable 

* Sensitive to others* needs 

Ttauard QtherB in the WorknlAce 



* Like to work with otbera/as a 
Idte to work on owi 

Win imjimMi to dam lyon and stare knovledge and wqperiiwry with 



^ Sifportive oC oo wortero 

* Dijoy nanaging/si^rvising others 



** Assertiveness 
*** Ocqpassioiv/kindiess 
* 



* Cheerfulness 
** IMpendUhility 

* Detexminatioiv/lenacity 

* Diplomacy 

* HmHiwhI stabfUty 

* miiiiin 

* neadblll^AlBCMtiUty 

* magination 

* InqDisltii 
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AQQUISmONS 



Peraonal ftialltlea tcont*d\ 

** Leadership ability 

* Neatness 

* Need for achievement 
*Gbjectivity 

* l\ im ■lu rt n ti r nn 

* Optimiov^itive attitude 
** Ocgnlsfcion 

* BRcienoe 

* Ffaysical endurance 

* BBBomceAil 

* Sensitiv^/lhoughtful 

* Sense of honor 
** Sense oC ethics 

* IblecBnoe 



attitudefi Rftlat-.ed to .InhAfork/OryMilzatton 
Individual should denionstratei 

** NllllnpieBB to tak^aooqpfc leepansibility 

* NUlinpiesB to initiative 

** muin^MBB to zeqpGnd to authority, acply and foUov policy 
** Desire to leaxq/tiy 

* mntnjM— to fail 

** wnHnjM— to a* qnwUmB 
*• Desire to work to best of tfsllity 
to tiae fffliMrtralnt'B 




* WUlinTiess to get hands dirty 
*• M±flntion bo detail 

* WUlin^iess to do clerical tasks 
** Desic* to fhllinf t-hiTWBfjt* 




* Qrganiasational identity 

* Willin^iess to pronote library and its services 

* Vlar of llbcBiy as pait oC a larger infonaticn e wlium t 

* View of library as an organization 

* Ability to see broad picture 

* Ablli^ to sacrifice ehort-tenn gains for long-term goals 

* Political sense 

* Curiosi^ 

*** Mhriety of Interests 

* Desire to grow personally 

* Deaira to gcoir pnCaaalonally 

* Daaire to rulii onmnt in ^pacific and general adbjact field 
** Boaitiva attltnda toMud job 
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aXMOIMCIES IMJEMIB) AS BKXMIHB 
WDBE VBBSaS MBS Pg ORaHr 
ZH IBB riRDRB 
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jKnnoDBS 



ACQUISITIONS 



Dtgposltlonal Attltudea 

Attltu«a&s TtaMh -d Inatifcutione 

* HBflticct foe pcofwolon 

* nfcpcct foe tlie llbnuy 

* Reqp foe the parent ocganlxation 

Attitudes Toward Other People 
fPoward Dgerg 

* Rrapect usera 

* Like peqplt In goneral 

* Like to heap peqple 

* Like to Mke others feel oonfortahle 

* Sensitive to ottiers' needs 

Toward Others in the Worlcplaoe 

* Respect onockers 

* Like to w with otbecis/as a teon 
Like tc n« on on. 

* Nillingpi^ to dtav i^on and sfaare knairledge and experience with 

otiiers 

* SuppoEtive of oo-ifockers 

* Bijo^ ■anaging/supecvising others 

Personal OuallfcieB 

* Alertness 

* Oonf idenofe 

* Oieerfulness 

* DependrtxUity 

* DBteodnatioq^tanaulty 

* DlplonGy 

* Butional stability 

* Fairness 

* PleiibilityAtesatilily 
^ Ifeagination 

* Itaquisitiveness 
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MTHDEES 



AOQDISrnONS 



Pergonal Qualities fcont'd^ 

* Neatness 

* Cbjectivity 



* 

* Ojptlidni/tesitive attitude 

* Organiaftion 

* BBtienoe 

* I^sical endurance 

* Resouroeful 

* Sense of ethics 

* Tiolecanoe 

Attitudes Related to JobAJork/Qrganlzation 

Individual should deuKXistrate: 

** WillioTiess to tafc^acxaept reaponsibility 
Willingness to take initiative 

Nillln^ieBS to reqpond to authority, aiiply and follow policy 
Desire to leazn/txy 
NlUingMBB to fail 
milln^MBS to ask questions 
Desire to work to best of ability 
TTffyonnlvCTiccn to tiae constraints 
Aocuxacy 

Attention to detail 
Desire to fbUow-^ou^ 
Service orientation 
Organizational idntity 

Willingness to proBOte library and its services 
View of library as part of a larger infoontion cnrironMnt 
View of library as an organixation 
Ability to see broad picture 

Ability to ncrifioe aboct-tem gains for long-teru goals 
Political sense 
Curiosity 

\Auriety of interests 
Desire to grow personally 
Desire to grow professionally 

Dep.* re to ravdn current in epecific and general sdsject field 
Positive attitude toward job 
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ACMBHC UERMOMI QDWETBOBS 
Gia!MX)GZEC 
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AcnvznES 



(XOSJOGDXi Bum LE7EL 

1. Si;qpervl8e and perfomir as requiredr prc^^taloglng searching 

2. Perfonn descr^ive cataloging (with or without copy) for materials 
which will require original cataloging 

3. Determine main and added entries 

4. Assigfi subject headings from the iqpprcved list(8) of headings 

5. Classify materials using the appcweA classification eystemCs) 

6. Establish cataloging authority data 

7. Establid) cross reference data 

8. Code cataloging and authority data for data entry as part of the 
cataloging {arocessr or prepare the main entry catalog card 

9. Recatalog and reclassify materials alreac^ in the collection, as 
required 

10. Oonsult reference books an^or online filesr an^or make phone calls 
to dDtain information necessary for cataloging 

11. Refer cataloging problems to higher level staff 

12. Keep abreast of changes relating to cataloging j^ocedures (e.g., 
in-house memosr LC rule interpretations of AACR 2, new subject terms, 
qpdated instructions for searching/ipdating online files, etc.) 

13. Maintain a record of pre-cat%loging searching statistics 

14. Maintain a record of cataloging statistics 
Qfcher 

15. Write memos and letters as required 

16. Prepare manuals of procedures for pre-cataloging searching 

17. Select/develop a processing form to be use in pre-cataloging searching 

18. Make recoRiMndations to the sectid^branch manager for improvement in 
operations of the unit/'sacticc>/brand) and for impro;ement in bihlio-* 
graphic access to the c6Llection(8) 

19. ^tend and pr ticipate in staff meetings 
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ACTIVITIES 



CKTALOGINS EKHV LEVO. 

Other foont'd^ 

20. Provide an overview of the operations of the init/«;ection/branch to 
visitors^ as requested 

21. Train and sii^rvise pre-cataloging searchers 

22. Work to develop "esprit de corps" anung staff supervised 

23. Assist sectiocVbrancfa manager in writing job descriptions for self and 
staff siqpervised 

24. Assist sectioi\/brancfa manager in developing performance standards for 
self and for staff supervised 

25. Assist sectioiVbrand) nanager in the review and performance evaluation 
of staff siqpervised 

26. Assist in the selection of new technicians 

27. Keep abreast of developments in the information field or library 
practice that affect cataloging, classification, and bibliographic 
files and networks 

28. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both within and outside the library 



CATALOGING MID LEVOi 



30. Perform cataloging and classification of difficult materials 

31. Supervise limited cataloging of certain types of library materials 
(e.g., fiction, biog.ra{i)ies) and titles for which network svqpplied 
cataloging will be acc^ed 

32. Supervise Guttering, as required 

33. Handle cataloging problems encountered by entiy level staff i refer to 
higher level staff, if necessary 

34. Maintain a statistical record of cataloging difficult items 
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ACTIVITIES 



CATAL06INS 



MID LEVEL 



37. 
38. 

39. 

40. 

41. 

42. 
43. 

44. 

45. 
46. 
47. 



Maintain a record of liniced cataloging statistics 
Maintain a record of Guttering statistics 
Loorap^Ac Files 

Si;peivise maintenance of accession records, if a{:propriate 

Supervise online entry of cataloging data anchor locator data, if 
i^rc^iate 

Supervise proofreading of conputer printouts of cataloging data, if 
e^ropriate 

Siqpervlse ordering/prqaration of card sets, if a card catalog is 
maintained 

Supervise processing of card sets received with pre-processed library 
materieds 

Supervise and revise filing of cards, if required 

Supervise physical maintenance of the card catalog, if required 

r^ace catalog cards, guide cards, and drawer labels 
shift cards 

Supervise ipdating the bibliogreqphic files (online or manual) 

ad^/correct locator data 

indicate nuonber of copies owned 

indicate hQldings data for multi-volune sets 

indicate withdrawal or loss of materials 

delete/correct incorrect records 

Supervise distribution of bibliogre^ic records/files to departmental 
libraries and special collections 

Supervise production of lists of new accessions; forward then to the 
circulation sectioivlarandi for distribution 

Maintain statistical records of operations relating to the creation 
and maintenance of bibliographic files 



o 
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ACTIVITIES 



(MMiOGING MID LEVEL 



itifgriaTB grocesslng 

48. Supervise the physical processing of all items to be added to the 
library's collection (s) : 

mark materials with the library syston's identification and 
identification for departmental libraries/special collections 
eiffix security labels 
type and apply classification labels 

prepare itan cards for circulation, or affix circulation bar 

cod^OCR lables 
affix date due sli^, if required 
open new books 
eqpply purchased covers 

mount panphlet-'^i^ materials in apecial binders 

place AV materials in proper storage containers, if required 

segregate materials requiring special treatment or repairs and 

deliver to collection maintenance sectioivlsranch 
place new materials on i^oprlate bode trucks and deliver to 

desi^uited locations in college/university library or to 

departmental/special collecticns 

49. Maintain statistical records of operations relating to the physical 
processing of materials 

other 

50. Prepare manuals of procedures for limited cataloging. Guttering, 
creation and maintenance of bibliographic files, and for p^sical 
processing of library materials 

51. Prepare manuals of procedures for handling bibliographic records/files 
in branches 

52. Select/develop processing forms/input forms to be used in all 
activities supervised 

53. Work closely with collection maintenance staff and selection staff 
during inventories and/or weeding so bibliographic files may be 
i()dated as required 

54. Assess performance of existing equlpnent/systems used in cataloging 
and investigate capabilities of other equipment/systems 

55. Reconmend aoquisition of new/additional equipnent/systens 
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ACTIVITIES 



CNTALCXsINS NED LEVEL 

Other fcont'd^ 

56. Train staff in operation and In-hcuse maintenance of eguipnent/systenus 

57. Siqpervise in-teuse operation and maintenance of equlpnent/eystems 

58. Gather information for maintenance contracts on equipment/systems 

59. Draft statements of work for contract {aroposals for services, systems, 
egulpnent an4/or maintenance 

60. ^aluate oontr^ctors' proposals 

61. Assess quality of supplies used in physical processing of library 
materials 

62. Work with circulation and collection maintenance staff members to 
reccmnoid changes in siqpplies/nethods for i^iysical processing of 
library materials v^ten current processing is inadequate 

63. Train and supervise entiy level catalogers 

64. Train and si^ervise technicians, par^qprofessionals, and volunteers; 
train api»:oprlate staff in departmental libraries/special collections 
to handle bibIiogra(iiic records/files as required 

65. Assist in the selection of new professional staff 

66. Write articles for professional joumal^newsletters when appropriate 



(ATNiOGING SENIOR 
Catal09inq 

67. Ftnction as a tectoical eiqpert in the cataloging sectioiVbranch 

68. Determine level of cataloging (full or limited) for all materials 
received for cataloging 

69. Assi^i materials to each cataloger 

70. Si^rvise recordkeeping indicating location in secticiv^ranch of each 
item to be cataloged 



ERIC 
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ACTIVITIES 



ERIC 



GATALCXxENG SBilQR LE^ 

CatalOQln9 leant* a\ 

71. Revise all cataloging performed in section/branch an<Vor under 
ccmtract to ensure ccxisistGncy of Interpretation of library's 
cataloging policies and standards 

72. Maintain a statistical record for each cataloger indicating quantity 
and quality of cataloging produced 

73. Maintain a sinmary record of revision statistics 
Other 

v.. Maintain an i;p-to-date collection of reference works necessary to 
siRpo^ cataloging and creation of authority records 

75. Prepare cataloging manuals and other aids to inprove the quality of 
cataloging produced by the sectioivlurancfa or by contractors 

76. Select/develop cataloging ii^xit forms 

77. Draft cataloging procedures and policies; draft revisions as required 

78. Draft guidelines : r determining level of cataloging to be given to 
various categories of library materials 

79. Keep abreast of devdopnents In network, national, and international 
standards for bibliographic description 

80. Together with the sectiaVbranch manager, represent the library at 
bibliographic network/consortia meetings 

81. Keep abreast of the educational and/or research information needs of 
the oollege/universily ccnnunity so that proper assignnent of subject 
headings and classification nunbers may provide users with ready 
access to topics of special importance 

82. Keconinend es^sion of the library's classification system (s) as 
required 

83. Reccranend es^ansion of the library's standard list of subject head- 
ings, as required 

84. Work with serials control and interlibrary loan staff members to 
produce an^or qpdate the library's serials holdings list 

85. Make inquiries and reooninendations concerning the a^ertisement, pub- 
lication, and distribution of booK/CCN catalogs, lists of new titles 
cataloged, etc. 

^ 49 



ACTIVITIES 



OfflAUKING SENIOR LEVEL 

Other rcont'd^ 

86. Reocmnend participation in bibliographic nebfork(s)/project8 

87. Supervise the procedures and quality oi data for input to union 
aitalogs and bibliogreqphic networks/projects 

88. Flowchart and dcnuntent all cataloging sectioivlaranch procedures 

89. Assist sectioiv/branch manager in on-going Efystems analysis of the 
section/branch 

90. Analyze cataloging section/branch statistics and prepare draft 
statistical r^rts 

91. Train and sifiervise mid level staff 

92. Participate in oomnittees to determine faculty status/tenure, as 
required 

93. Fmction as section/branch manager in his/her absence 
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CATALOGING ENTFY LEVEL 



*** knawledge Edated to liteoKyr mezacyr umiiW iiI i<nii, etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

T.ihrary s, TnfonnaHQn Selenoe lQicwled9e (Generic) 

** knowledge of definition, structure, and foonts of Infozaaticn 

* knowledge of alternative {^roaches to the organization of information 

* knowledge of alternative approaches to retrieval of information 

* knowledge of alternative i^roaches to information management 

* knowledge of available and emerging information tectaclogies and their 

applications 

*** knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career (^iportunities 

** knoirledge of faar to leam on an ongoing basis 

Khoifledae about Informatlcn Mark awironnentB 

*** knowledge of the eaqianding information connunity, its participants and 
their interrelationships (social, economic, technical, etc.) 

*** knowledge of the variety of work settings and their organizaticxial 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and Information habits 

Rhowlgdae of what work ia dnnc 

** knowledge of the catalogiiig finctlonr the range of services and 

pcoduc t s oCfeced (bolik srtTw], and potantial) 
** knowledgie of the activities that are regoiied to oCCer the aecvices and 

* knowledge oC tlie various lesonzoes ttaafc aie nBoaasaiy to aiivoct the 

sctivititB 

*** knowledge oC *^fh^T ** j1 fij tools Md sooioes of MM i^ j njjt^ ir Inf CKSBtion 
*** knowledge oC r^f^li^jfn j MtliodB and frfrt wfTiMi 

* knowledge oC peifwnne eoncted and how it on be aeasnted 

* knowlee^ oC job ce^ponslbllltisB and nocking onnflltlwis (0.9., range 

of Aities, ptststl9 oo^nsatioif bnoCits« etc.) 
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CATALOGING ENTFY LEVEL 



Khowledge of how to do work 

* knovledge of hov to pecfon the ^mrious activities 

** knowledge of bow to Dse the cataloging tools and sources of 

faiULiogiaiiiic infbiBBticn 
** knowledge oC how to addy the cataloging MthodB and tedniqpies 

* knowledge of personnel procedures 

BiowledQC q£ the institution aerved and its library 

* knowledge oC the aission, goals and objectives of the Instltoticn 

served 

* knowledge of the structure of the institution and the role of the 

library within the institution 
** knowledge of the various programs offered and k^ personnel within the 
Institution 

* knowledge cC tiie poUcies and ptooed br e s relevant to the llbnuy 

* knowlec^ of the vacioos cesonioes amilahLe within tiie libcai^ (e.g.r 

pe r so nn elf equipMotf etc*) 

* knowledge of the users* inConBtlon needs and legoiranmls 

* kn(wledge of the collection, and of related collections 



CATALOGINQ HID LEVEL 



*** greater depths of knowledge qpfctfied dbove 

** knowledge of the qpentlons of other sections in the libcaxy and bow 
they xelate to cataloging 

* knowle^ of ovailafale vcndoz^-siiiaied aysteas, services and pcodocts 

to support cataloging 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systons, 

services and products 
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DOUDGB 



CAIAL0GIN6 SENIOR LEVEL 



*** greater desiOm oC knovladge ipeciflcd atxive 

* knowljedge oC pcUic rdatlcns tecfwitiinfB 

* knoirledige oC statistical da8cription« analysisy inteipcetation and 

prasBitatlon 

** kaatl&dqt oC tfae costs assnrlBtfrt witli litxaiy resonxoes ^aterialsy 
pKsonnelf spsoSf etc*) 

* knovledgie oC cost analysis u nj Irt i*trf^aMfln aeUiodB 

* kmria^^ oC ■ettaods ot rBSOOxos aUooation 

*** knavlsdge oC standaidB, ■wiaurrn and — thodo for evolnating personnel 

* knoirle^ of altsoiative senageMot stractnres and their iapUoations 

for tlie cperaticn oC Ite libcaiy 
** state-of -'tfae^u± knoirledge o€ lifaraxy nowirrti and pcacticp 
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BDBE vHsas L BBS ng ORmir 

HI IBB FUIUtB 



KNOMUOXjB 



(xm/xrsG level 



* knowledge related to literacyy nmecacy, ooHnnications, etc. 

Subject kncwledqe 

* knowledge of the priaaiy 8id>ject field of users served {'^.g.^f 

literature, ■nsiCy etc.) 

* knowledge of f oreigi languages 

Library & Infonnation Science Khcwledg e (Geieric) 

** knowledge of definition, structure, and foraats of infbiaation 
** knowle^ of alternative m jium i i m to the ocgBnintlon of inf orsation 
** knowle^ of altecncLUve a n n oactei to retriaral of lafozaation 
** knowledge of alternative afipctaches to i»f ocaation aanageamt 
** knowledge of avallahle and ooerging inf ozaaticn tednologies and tlieir 
a[|>licaticns 

* knowledge of ooaipleted and ongoing research in the field and its 

afiplicability to practice 

* knowledge of career OKiortiiiitics 

* knowled^ of how to leam on an ongoing basis 

Khowledqg about informaticn work erwirorments 

** knowledge of the nqpanding inforaation ooaaanityy its participants and 
their interr^Lationahips (social, eooncadc, tednioal, etc.) 

** knowledge of the variety of woric settings and their ocganlaational 
structures 

** knowledge of the finctions pecfoond within the various work settings 

and the services and pcodbcts offered 
** knowledge of tbt users of the services and prodtt;^lly their charac*>er- 

istlcB and infoiaation habits 

Khowledqe of what work Ib done 

* knowledge of the cataloging fwctiai, the range of services and 

proAots offi«ed (both actual and potential) 

* knowledge of the activities that are required to offer the sovices and 

produce the products 

* knowledge of the various resources tiiat are necessary to si^port the 

activities 

* knowledge of cataloging methods and techniques 

** knowledge of perfoxaenoe eupcrtml and how It can be awiniired 
*« knorle^ of job reqpnnsihflities and imrking onndlticnB (e.g., range 
of duties, probable owfwnsBtion, banafits etc.) 



ERIC 
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GKIALOGING WTRS LEVOi 

Khowledge of hew to do work 

* linowledge of bow to use the cataloging tools and sources of 

biBLiogcqghlc infonatlcn 

* koovledgie of personnel pcooedores 

Khowledge o f the InBtltufcion served ar.d its library 

** knowledge of the aission, goals and objectives of the Institution 



* knovledge of the 8truc±ure of the institution and the role of the 

lifacaiy within the institution 

* knowledge of the various ptuyiani offered and key personnel within the 

ins^ituUm 

* knovledge of the policies aoA pcooedkires relevant to the libcaiy 

* knovledge of the various re£ luroes anmilahLe within the libraiy (e.g., 

ynzBcmA, mrpAjjm t, etc.) 
knowledge of the users* infooBation needb and reqpiircBmts 

* knowledie of the collection, and of related collectio n s 



CATALOGING MID LEVEL 



** knowledge of the opr^rations oC other sections in the lihcazy and how 

thqr relate to cataloging 
** knowled^ of avail&ble vendor-siiiplied eystos, services and products 

to support cataloging 
** knowledge of the contracting process, tnth in general and within the 

organintion 

** knowledge of evaluation aethodB and tedniques to evaluate flysteas, 
services and j^coducts 



ERIC 



CKm/XSLVG SENIOR LEVEL 



* knowledge oC pi±ilic relatiaw tedidqiies 

* knowledge of stati tical deaciriptlonr analyelsr Inteipretation and 

pceBentaticn 

* knowledge oC tht ooets aaeociated witb libcaqr resouroeB ^aterialsr 

peteooMtL^ sg&ott efcc») 

* knowledge oC cost analysis and intecpcetation ■ethoAi 
** knowle^ oC BeUiodB of ceBOurce allocation 

* knowledge of 8tandudB« BeaaureB and ■rt-hnda for evalvating peraonneL 
** knowledge of alternative ■wnwjwwnt Bt n ict ur es and tbeix JapLlcations 

for the opetatlon of tbe libcazy 

* atate-of -tlie-^zt knowledge of libcaiy reaeazcfa and ptactioe 
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CAXALOdNS 



WTRH LEVEL 



Basic SKlllg 

*** llteiacy, meiacY, oo^iltive, analyticBl, ooHuiicBtiaiB, etc* 



ilbiUty tot 

* pecf om neb activity 

* w^ahllnh xaiport with OBers end ooUeagues 

* I lew li Hie tHUl by writtm, veital and MXMrecbal neBiis 

* conduct an interview 

* conuuct meetings with indi*j.dual8 and groc^ 

* collect, analyze and interpret data 

* aake dBciatcns and nmf ii' ' im" teaed on available inf onation 
supervise etaff 

* work independently and In gzoqps 

* develop criteria for evaluation 

Ability to: 

* sake effective, tlaelyr and «ell-inf oned dprlBlons 

* isolate and define pnUenB and devdLop the necessary criteria and 

action for their boJuHor 
** aanage tine eff activity 



CKTALOGINS HID LEVEL 



skniR PPiated to Each Specific activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organization and not just the library 

* anticipate long-range needs of library 

* desicp systems and procedures to iirprove library operations 

* arbitrate and negotiate 
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GAXALOdNG SENIOR LEVEL 

*** CklllB listed above aze deveLoped to a greater extent 

Ability to: 



** apply wefrhndB of ■eaauraent and erilaacion 
** budget and aake projections 

qptteiae the use oC libcaq^ resources 



ERIC 
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ERIC 



CATALOdNS Wm LEVEL 

Basic Skills 

* litecacy, wprary, oocyiltive, analytical, uMiiFiiitlons, etc. 

Skills Related to Specific Activities 
Ability to: 

** iwhihilnh cafport with ueets and ooUeagaee 

* I iiMiifi Hie well fay wcitten, veztel and naa-wbal metaae 

* cxnduct an Interviar 

* oonAict nft ingin with indivldaBls and gKoape 
** ooUscfcf analysB and InLnpcct data 

* aake drrinifm and miiiiilil liiiii baaed on available Infonatlon 



* nock independently and in gsoopB 

* deivelop criteria for evaloation 

Ability to: 

* aake e£fective, tinely, and w^-infonnd decisions 

* isolate and define prablcBs and develop the neoesaaiy criteria and 

action for their aolnticn 
tiw e£ftetivdy 



CATALOGING MID LEVEL 

Skills Relate d to Each Specific Activity 
** fikllls listed above are developed to a greater eitent 

Ability to: 

** perceive tbe needs oC ttae ocgtmiAtiin and not just tbe libcaiy 

anticipate lonj-sange needs of libcaq^ 
** desi^) ayntww and pcooeAires to iapcove libouy operations 
* arbitrate and negotiate 



CATALOGINr; SENIOR LEVO. 

Ability to: 

* apply wfthnifK oC ■easacwnt and evaluBtion 

* budget and sake r r ft j *K^l flig 
o * rpt-inlie the aae oC libcaiy reaouvces 
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xmnnDES 



CAXAIOGING 



Dlspoflltlmal Attitudes 

Attitudes Itaward Inatltutlons 

*** B u n p rci for ptofeeslon 
** nBc p e c t for the llfacaKy 
* UMpifct for the psient oiganijafclon 

AttltndPB Ttaward Other People 

Toward Qgera 

*** llpqpwt oBers 

* Like people in genered 

* Like to help people 

* Like to meet people 

* Like to make others feel oGnifortable 

* Sensitive to others' needs 

Toward Others in the Workplace 

*♦* npBiiwt 00-«DXkeC8 

* Like to woik with otfaers/as a ten 

* Like to work on cm 

* WiUlnTMBB to dzav iixn and afaare knowledge and eqierlenoe with 

otfaers 

** Stacpoctive of co^zkers 

* Bijoy menaging/supervising others 



Personal Qualities 

*** MectneBB 

** Assertiveness 

** Ccnpassion/Kindiess 

* Qnfidenoe 
** Oieerf ulness 

*** DqpenUaiUty 

* DetezminatioiVl!^city 
** DipLcRiacy 

* Motional atatdlity 

* FlBlznBBB 

* nasibiUty/^^raBtUity 

* iRiaglnation 

* Ztaqpifllti'vcnBBB 
** Leadership ability 
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CATALOGING 



Pgrsonal ftalltlea fcont'd^ 

* Neatness 

* Need for adiievement 

* Objectivity 

* Optimiai/Positlve attitude 
** QrgBniation 

* BBti«noe 

* Ffcysical endurance 

* ReaoucoeEiil 

* SensitivV^Oxxightful 
** Sense of honor 

* Sense of ethics 

* Tolezanoe 



Attitudes Related to JobAtork/Orffanlzatlon 
Individual should demmstrate: 

*** WllllngieeB to tnkc/aooept rwponaibility 

* WUlinpteaB to take initiative 

** NillinpieflB to reepcnd to authority, apply and follow policy 
♦* Desire to leazVtzy 
WlllingnwB to fail 
*** milingaeas to ask Tn^H-lrw 
*** Desire to work to best of ability 
** W ffBiKv i gl vrnr n o to tJae oonstcaints 
*** AocoEBcy 

WUliDTieBB to get faands dirty 
*M M±flntion to detail 
« Willlngiess *-.o do clerical tasks 

* Desire to ftUxMHiuaa^ 

* Service orientation 

** Organizational identity 

* Willincpiess to promote library and its services 

* Vlev oC libEBxy as part oC a larger infonaticn envlzanBent 

* Vieftr of libraiy as an organization 

* Ability to see broad picture 

Ability to SBcrif ioe sbort-teni gains for long-teB goals 

* Political sense 

* drlosity 

* Vhriety of Interests 

* Desire to grow personally 

* Desire to gzow pcoCeesianBlly 

* Desire to Main onrcait in specif ic and goieral subject field 
•* Positive attitude toMud job 
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CATALOGING 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Ree|i6ct for profession 

* Respect for the libcazy 

^ P egpec t for the parent organization 

Attitudes Toward Other People 
Toward Users 

* Reepect users 

* Like people in general 

* Like to be^^ peqple 

* Like to neet pecfde 

* Like to nake others feel oosf ortable 

* Sensitive to otters* needs 

Toward Others In the Workplace 

* Respect oo-w>rkers 

* Like to work with others/as a team 

* Like to ifork on own 

* Willingiess to draw qpon and share knovledge and es^^eriaice with 

others 

* Sljpportive of oo-iiorkers 

* Bi joy nanaglng/sivervising others 

Personal Qualities 

* Alertness 

* Oonf idence 

* Ch eerf ulness 

* Depoidability 

* Detecidnatloi0ta)acity 

* Bwtional stability 

* Diimess 

* llesibilityAersatility 

* Imagination 

* Snqpi'^tiveness 

* Need for adiicvcacnt 

* Objectivity 

* Optinifi^/lPOsitive attitude 

* Organization 

* BBtienoe 
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XlTUUU&i 



C3\TAL0GING 



Personal Qualities fcont'd^ 

* Physical a:tdurance 

* Resourceful 

^ SensitivQ/nxM^itful 

* Sense of honor 

* Sense of ethics 

* Tolennoe 

Attitu«3es Related to jQb/tv> Ic^O rqanizatlon 
Individual should dennonstrate: 

* vmiinerz^ to takc/aocept responsibility 

* milingness to taxe initiative 

* WillingnefiB to respond to authority, and folloif polic ' 

* Desire to leanVtiy 

* MllingpesB to fail 

* NlllinTiess i^o aak questions 

* Desire to work to best of ability 

* responsiveness to tiae constraints 

* ^'ccucacy 

* Willingiess to get hands dirty 

* Attention to detail 

* Wlllingiess to do clerical tasks 

* Ik^aice to foUoif^hroug^ 

* Service orientation 

* Organiational idGinLity 

* Willingiess to proBOte library and its services 

* View of lil»&ry part of a larger infomtion environnent 

* Vimi of library as or^nixation 

* Ability to see broad picture 

* Ability to SBcrif ioe short-'teai gains fer long-ten goals 

* Ailitioal sense 

* Ooriosity 

* T^iety of interests 

* Desire to grow professionally 

* Desire to resun current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



CIRCULATION MID READER SERVICES ENTRY LEVEL 



!• Supervise daily operation of the circulation desk: 

receive requests for materials 
fulfill requests for materials 
issuer renewr receive materials 

examine returned materials for daroager ptopet markings^ etc. 
discharge materials 

maintain circulation files for regular and long term loan periods 

reserve books for individual users 

f ollcw-iqp overdues 

collect overdue fines 

collect finds for lost materials 

maintain record of funds collected and charges assessed 

register users 

maintain registration file 

provide users with information on circulation policies and pro- 
cedures 

place returned materials on eqppropriate book trucks 

forward damaged materials to the collection maintenance section 

maintain record of circulation and user statistics 

maintain tenporary files of requests for materials owned but not 

found in the collection 
maintain tenporary files of requests for materials not owned by 

the library 

2. Attend to locate requested materials that technicians/users report as 
"not found on shelf" 

3. Refer users to interlibrary loan section to c^ain materials tliat are 
needed 

4. Perform circulation procedures yAten necessary 

5. Supervise and schedule delving/storage of circulated materials in the 
collections 

6. OGRipile readjLAg lists on qpecif io subjects 

7. Reccnnend acquisition of new materials for the collection (s) 

6. Assist users in locating materials in the catalog and in the collec- 
tion (s) 

9. Monitor use of rare and valuablt^^ materials 

10. Assist users in the operation of A'-V and otiier equipment 



ACTIVITIES 



aSOOLATION mi READER SERVICES EMm LEVEL 

11. Schedule facilities for users to preview films and other A-V software 

12. Supervise the distribution of new accessions lists 

13. Set up and maintain dii^lay of new books in the reading room 

14. Supervise dielving of the current journal issues in the reading room 

15. Siqpervise orderly maintenance of the reading room (clearing tables, 
re-shelving newspapers, etc.) 

16. Sdiedule use of meeting rooms 

17. Schedule use of stud^ rooms, cqpecial carrds, typinq rooms, etc. 

18. Supervise the asigiment of lockers, personal i^elving space, etc. 

19. Handle user ccnplaints; refer to hi^er level staff if appropriate 

20. Keep informed of current copyright legislation and its impact on 
libraries and users 

21. Oonduct library business by phone, when appropriate 

22. Write memos and letters, as required 

23. Prepare manuals of procedures 

24. Make reconmendations to the section manager for improvement in opera- 
tions of the unit/section and for improvement in services to users 

25. Attend and participate in staff meetings 

26. Provide an overview of the operations of the unit/section to visitors, 
as requested 

27. Train and supervise tedmicians, pare^professioned staff, and student 
workers 

26. Work to develop '^esprit de corps** among staff si:penrised 

29. Assist section manager in writing jc^ descriptions for self and for 
staff si:pervised 

30. Assist section manager in develqping performance standards for seZf and 
for staff supervised 
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ACTIVITIES 



QRCULATION AND READER SERVICES 



Wna LEVEL 



31. Asbist section manager in the review and performance evaluation of 
staff siqpervlsed 

32. Keep abreast of developnt^ts in the information field, library prac* 
tice, or legislation that affect circulation and use of library 



33. Attend professional meetings and prepare rq)orts for dissemination to 
staff 

34. Develc^ professional contacts both within and outside the library 



35. Si^rvise the daily operation of the reserve room and circulation of 
reserve materials 

36. Receive and si^rvise processing of faculty requests for placing 
materials on reserve 

37. Notify acquisitions staff i^en multiple copies of reserve materials are 
needed 

38. Review requests for 'not found' and 'not owned" iitaterials and forward 
requests for selected items to the acquisitions section 

39. Notify acquisitions section of library materials irtiich have been lost 
by users and require replacement 

40. Qisure proper posting of alright legislation notice on all copying 
madiines 

41. Plan and conduct library orientation and education sessions for groups 
of users {e.^., term paper workshops, subject bibLiogra^ courses) 

42. Plan and conduct other group activities for users (film forums, book 
review • etc.) 

43. Devise tools and dii^li^s which will ease access to collectia and 
motivate use 

44. Ox)perate with special interest groups to plan displ2^^s, prepare spe- 
cial reading lists, etc. 
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aRCULATICXl AND READER SERVICES 



MID LEVEL 
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ORCaLATION MUD READER SERVICES 



MID LEVFL 



45. Make pr&Liininaiy aelectlon of forms ancl/or develqp draft record formats 
for all circulation files and operations 

46. Work with Interlibrary loan section staff and collection maintenance 
staff to develop procedures and resolve problems relaf-^ use of the 
circulation f iles/systen for Interlibrary loan purposes, for control of 
materials sent to the bindery, and for use in identifying materials for 
possible weeding 

47. Work with the collection maintenance staff to develop procedures aiid 
resolve prc^lems related to the daily operation and maintenance of the 
library's securi^ system by circu]aticn staff 

48. work with r:ollecti(m maintenance staff to draft procedures for 
maintaining security of the collectiois ifter regular hours of 
operation lihen late ni^t stud/ roonis are open 

49. Work with collection maintenance and cataloging staff monbers to recom- 
mend d^ges in suispliesi/taiethods for physical processing of library 
materials when current processing is inadequate 

50. Si^rvise the operation of the b. ^ photocopying facili^ 

51. Assess performance of existina equlproent/systens used in circulation 
and investigate capabilities oi other equipment/flystems 

52. Reconnend acquisition of ne//additional equipnent/systens 

53. Train staff in operation and In-faouse maintenance of equipment/systans 

54. Supervise In^xxise operation and maintenance of equipment/systems (in- 
cluding AV hardare) 

55<. Gather informatiofiri for maintenance contracts on equipnent/systcms 

56. Draft statements of work for contract proposals for services, systems, 
equipnent an4/or maintenance 

57. B^al^^te contractors' {^reposals 

58. Train and si^ervise entry level staff 

59. Assist in the selection of new professional staff 

60. Write articles for professional journals/ne^xsletters %Aien appropriate 
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ERIC 



ACTIVITIES 



dojuman and vemxr services squor lsvo. 



61. FUnctlGn as a technical e^qpert in the section 

62. I^aft procedures to expedite return of circulated materials to the col- 
lection (s) 

63. Develop draft standards for providing service to the college/university 
oanmunity 

64. ReoGomend alternatives to traditional library services (e.g., mini 
libraries in shopping malls) 

65. Analyze library resources in the area, user needs and activities, and 
changes occurring in the college/university en\^lronnent which will 
influence library service needs and selection of library materials. 

66. Identify Itens in the collection (s) which ha\re not circulated within a 
specified time period; refer items to selection staff for possible 
weeding or removal to an annex 

67. Hake inquiries and reccmnendations concerning the advertisement, publi- 
cation, and distribution of print and non-print materials prepared by 
section staff 

68. Draft circulation procedures and policies; draft revisions as required 

69. Elawchart and docunent circulation procedures 

70. Assist section manager ir on-going systems analysis of the section 

71. Analyze circulation statistics and prepare draft statistical reports 

72. Analyze financial data and prepare draft financial report 

73. Supervise mid level staff 

74. Participate in committees to determine faculty status/tenure, as 
required 

75. Function as section matiager in hisAer absence 
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dRCULKnON & READER SERVICES WHS LEVEL 



*** knowledge itlated to littacjf, ttmaaty, i imhIiiiI liiiii. etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, imisic, etc.) 
** knowledge of forei^i languages 

THhrary t Tnfon, ;ii-^n>^ firlaiCT Blfflflftflgg (Generic) 

knowledge of definition, structure, and foonats of Infoanation 

* knowledge of alternative acproacheb to the organization of information 

* knowledge of alternative i^roaches to retrieval of Information 

* knowledge of alternative approaches to information management 

* knowledge of available and emerging Information technologies and their 

e^ications 

** knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career c^iportunities 

* knoirledge of bow to leazn on an ongoing basis 

Knowledge about Informfcion work engirormenta 

* knowledge of the ei^anding information conminit^, its participants and 

theii interrelationdiips (social, eoonomic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of tbe ueeis of the seivloeB and pcodDcts, tteir ctetacter- 

iatics and Infozmatlon habits 

Kncwledoe of what work is done 

** knowledge of tbe circulation function, the ri>nge of services and 
pcodbctL oCtaed (botii actual and potntial) 

* knowledge of ibt activities ttat are ceqpiired to offer the services and 

pcodooe the products 

* knowledge of Mm mrious resooroes Hat are neoeasaiy to aii>port the 

activities 

* knowledge of cixoidsfcifiB qfsteas 

* knowle^ of dLronlatin wtOiodB and tertnlgnfs 

* knowledge of marketing techniques and public relations 

* knowledge of perfonnoe emertsd and how it oan be ■Baaurefl 

* k n o w l e Aj e of job rnwnsiblHties and working conditions (e.g., range; 

of Aitiesr pcobable omgmmtim, bonefits, etc.) 
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KHMSXZ 



ORCDLKnON & KEM)ER SERVICES 



QHTRI I£VEL 



RiQwlcdae of how to do work 

* knorledge oC faov to pecfoni the wirioos activitieB 
** kn oi f le^ of hov to Dse tiie dicalatiai aystOB 

•* knowlee^ of hov to ag^y the dtcalaticn Mthods and tectniqiies 

* knowledge of personnel procedures 

Knowledge of the Inghlfaitton aervcd and Its library 

* knowledge of the mission, goals and objectives of the Institution 

served 

* knowledge of the structure of the institution and the role of the 

library within the institution 

* knowledge of the var.'ixxis programs offered and personnel within the 

institution 

•* knorladge of tbe policies and pcooeAueB z«levBnt to the llbcaiy 

* knowle^eoC the various xesomoeB available within the JJhcaiy (e.g., 

* knowledge oC the nsecB* Infonation needs and leqair—ilo 

* knowledge of the collection, and of related collections 



dROILATICXf & READER SERVICES MID LEVEL 



* greater depths oC knowledge cpecif led above 

* knowledge of tbe opffniticns of otfaer sections in the library and bow 

tfacy relate to circulation and user secvioas 

* knowle^ of available vmSot-mipBU.^ witkmB, sendees and products 

to aw>Kt circulation and user suE^ces 

* knowledge of the contracting process, both In general and within the 

organizaticn 

* knowledge of evaluation metljcdn and techniques to evaluate systcnir, 

services and products 
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QBCOLKriCXl AND READER SEFR/ICBS 



SQUOR LEVEL 



** greater dtsOm of knovledge specified above 

* knowledge of statistical description, analysis, interpretation and 

** knoMledge o€ tfae costs nsHorlnl-fd with llfacazy resoorces C»terialB, 
personndf wgtoti etc*) 
knovledge oC ooat analysis and interfKCtation aetliods 

* taXMled^ of f thndn of resooioe allooation 

* knovledgie of standardBf imonrso and nefhodn for evelnatlng personnel 

* knovledge of altenative siaiiijiwiil sLjnxtores and their implications 

for the operation of tiie library 

* 8tate-of-the-«rt knowledge of libcaiy research and practice 
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dRCULATION & READER SQIVICES EMTRY LEVEL 



* knovledge related to litecacyr niaeracyy ooHMiioationSy etc. 

Subject kncwledpe 

* knovledge of the priaaiy subject field of users served (e.g.r 

litoatiire, nisicy etc.) 
** knovledge of foreign languages 

Library * Tnfoanation Science Khcwledys (Generic) 

* knawledge of def initiaiy strvicturey and fonots of infoontion 

* knovle^ of alternative a nnoache s to the <»gBnisatlon of inf (naation 
** knowledge of alternative a igi o aciieB to retrieval of infooaition 

** knovledge of Alternative a g»toadies to inf (xanticn aBnagant 

** knovle^ of anmilaULe and energlng Infomation technologies and theft 

* knovledge of coBq;)ileted and ongoing research in the field and its 

applicability to practice 

* knovledge of *^'9 fT <i |nw >rt w if ^Hfi' 

* knovledge of hov to learn on an ongoing basis 

Knowledge about informaticn work ewirorments 

* knovledge of the e^wnding infraaaticn ccMUiityy its p a r ticipa n ts and 

tiwir interrdationahips (eocialy eoancaicy tednicaly etc.) 

* knovledge of the variety of vocfc settings and tlieir ocgBnisational 

structures 

* knovledge of the functions perforaed within the various work settings 

and the services and pcoidicts offered 
** knovledge of the users of the services and pcodkictsy their character- 
istics and infonuticn Inbits 

Khotfledae of what work is done 

** knowledge cf the circulation t^rctian, the range of services and 
prodiicbi offe^td (botii actual and poUct^il) 

* knovledge of the activities tlMt are required to offer the services and 

'lodboe the pcocfticts s 

* knc ledge nf Uie various resources that are necessary to sqEport the 

activities 

* knovledge ^" drcnlation vtme 

* knovledge of drculation ael-hndn and tedniraes 

** knowledge of aarketlng tadniquaa and pufali. rtiLations 

* knowledge of |[isi'foinrf expected and how it can be aeanurfld 

* knowledge of job reeponslbilitlfls and working oondltions (e.g., range 

of duties, probable ccapenaatlon, benefits, etc.) 
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ORCULKTIOM 6 READER SSiVI(£S EMTOY LEVEL 



Riotfledag of hew to do work 

* knowledge of bow to perf the various activities 

* kmrle^ oC how to use tbe dmilatlai asfittnm 

* iomrledge of how to afct^y tbe cizciilatim aeUiodB and tedidqueB 

IttKwledae of the ingtitutlon served and tfcs library 

* knowledge of tiie aissioor goals and objectives of the institu'/lon 

secved 

* knowledge of tlje structuze of tbe institution and tbe role ai: the 

library witbin tbe institution 

* knowledge of tbe various pco i jrii offered and k^ persanel witbin tbe 

institution 

* knowledge of tbe policies and procedures relevant to tbe librarf 

* knowle^ of tibe various reaouroes available witbin tbe library (e.g.* 

personnelf e^piipKntf etc*) 
** knowledcf^ of tiie users' icfbraation needs and requiraMnts 

* knowledge of tbe oollectiCD, and of related ooUections 



aRCQLATION & READEK SERVICES MID LEVEL 



* greater defitbs of knowledge specified above 

* knowledge of tbe opecaticns of other sections in tbe library and bow 

tbey relate to clrrrilaH"* and user services 
** knowledge of available vendor-sqpplied flysteasr services anC products 
to sifport circulation and user services 

* knowledge of tbe contracting prooessr both in general and witbin tbe 

organiaticn 

* knowledge of evaluation actboda and tedniques to evaluate aystOBf 

se!:vioes and pirodicts 
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DOUSE 



(nsojumam mid reader services senior level 



* gzeater dqpthB of knokledgie specific above 

* takowledge of statistical deacrip^-ion, exialysls, Inteipretatlcn and 

* knotflcdge of tlie costs aHHorlatwl with llbcaiy resoorces (aaterials, 

persoRMd., qpacer etc.) 
kaoiOadg: of cost aniOyBis and intecpretaticn aettiodB 

* Imoirle^ of aethodD of cesooice allocation 

* ioiairle^ of sSvkhidB, aeasures and aethodB f ^ ^tyaUrq personnel 

* fcuowledge of alteoKtive ■onagenent strur jres aru3 iheii implications 

for tx^a opere-,^on of the lifccaiy 

* state-of-tli&-«^^ faioicledge of library research and practice 
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aiCULATIQN AND READE31 SERVICES BITBY LEVEL 



Basic Sklllfl 

literacy, nuKracy, oo^iitivef analytical, oomnications^ etc. 

Sklllfi Related to Specific Artilvltieg 
Ability to: 

* pecf on ttdl activity 

pfltahllfti aggort with users and colleagues 

* HHilmle well by writtenf v«±al and non-^verfaal neans 

* coiAict an intenrlev 

conduct meetings with Individuals and groups 

* collect, analyze and Interpr^ data 

* aake cteci alius and ifwi—iiilnl limi baaed on available inf omtion 

* si^iervlse staff 

* work independently and in groups 

* develop criteria for evziluatlon 

Ability to: 

* Make effective, tJaely, and vell-lnforaed dpcislcnfl 

* isolate and define problems and develop tho necessary criteria and 

action for their 8olutl(xi 
aBnage tJae effectively 



CXFCUIATION AND READER SERVICES hlO LEVEL 



Skills Related &ch Specific Activity 

*** SLiUs listed aboire are devidoped to a greater eitent 

Ability to: 

* pr idve the needs of the orgpnixation and not just the library 
^ ^ntlclpace long-range needs of library 

* desicpi systems and procedures to iiiprcve library c^i jitlons 

* arbitrate and negotiate 
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CIRCaLmON MJD READER SEEATECES SBIIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 



** a^y ■fthods of aeaflurcaent and evaluation 

^ budget and aake projections 

** ffttfaiiie the iiae oC libcary resou r oas 
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cnasumcm pud reu«er services futby level 



Skills Belated to Specific Activities 
Ability to: 

* pecfMB flKb activity 

* wihihUflh ngpoct witb aeeiB and oolleagiies 

* KMiiU nil itttll ty vrittcn, vedbai and non-imxfaal aeans 

* oondact an inbacviair 

* oondDct men tiiijp idtfa indlvidDBls and gmfs 

* ooUactf analyio and inte^pcafc dsta 

* BBke dwcialcns and fMHiiTiil liiiu baaed available infonation 

* aqpervlae aUiff 

* nock IndepcndBntly and :3 groofs 

* deoclop cribexia for evolaation 

Ability tot 

* aake effective, tiaely, and well-infoned decisions 

* isolate and define pcdbLem and devcOop tbe neoeasaiy criteria and 

ac t i on foe ttelr sdntion 

* aomgie tiM effectively 



CIRCULATION AND READER SERVICES MID LEVEL 



S'llls Related to Each Sp ecific Activity 
Ability to: 

* pecoeive the needa of tbe organisation and not just the libcaqf 
^ antic^afce long-iange needs of library 

* design agBtomm and pcocsdores to improve libcary cfterations 
^ wiixitratie and negotiate 



aRCULATION AND READER SERVICES SETOOR LEVEL 



Ability to: 

* affdy aetbods of swieuri—it and evaluation 

* bndget ml sake proj* tionr 

* optiniae the use of library leaooroas 
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dRCULATION AND RE9DER SERVICES 



Dispositional Attitudes 

Attlt-mtefi Ttaward Instltutlonfi 

Beop e ci fioc praf6BBioo 

* RBEpect for the libcaxy 

* ncn p cct for the parcct oxganUatijan 

Attitudes Itaward Other Peqple 
Toward Dsera 



** Like penftle in geoeEBl 
•* Like to help peagle 

* like to wnet peoiae 

* Like to make others feel oanfortable 
**■ Sensitive to otfaera* needs 

TL.jard Others In the Workplace 

** IUc pe ct oo^xkers 

Like to woKk with otbecs/as a teas 
Like to work on own 

* MlUngMaB to €xm upon and afaare knowledge and experience with 

others 

** ai^pvtive of oo-ipockecs 

* Ekijoy aonaglng^aitervlBing others 



Personal ftiaHtiPB 

*** AlertncBB 

* Assertiveness 

* CGDipassioiVKindiess 



•** DqpenMxiUty 

* DeterminatioiV^renacity 
.idpilCBBGy 

* ■*«»f/ifT '< atii)llity 

* ninMBB 

* nexibiUtyAtebatillty 

* Imagination 

* Inopilsitiveneas 
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cjxauanoin and reader services 



Pergonal OualltlPfi (r^i-*^) 

** Leadership ability 

* Neatness 

*** Need for achievement 

* Objectivity 

* QpcD ■IwlwrhPBB 

* Optiaim^Poeitlve attitude 
OtgHnlait'lop 

*• BBtienoe 

* AysicBl fpd bt ance 

* - 



* BeoBitlve/fbaa^±£al. 

* Sense of hunor 
** Sense oC etfalcB 

* Tbleranoe 



Attitudes Related to Jnh /Work/QraaniMf f,ff n 

Individual should demonstrate: 

*** WUlln^itaB to takc/aooqpt rfapdislbility 
* mi lln r pi eBe to take Initiative 

5SPta«Si5E!?^ "^^^^^^ 

iRUlinspMas to ttdl 
*** wnnnji e— tc ask qDestioos 
** Desiie to vock to best of d^ility 
** RnponsiviiwsB to tiae conetndnts 



Mningpieas to get hands diity 
** ilfctantiflii to detail 
* Wlinn g pwns to do derioBi tasks 
** Desire to folloiMiicoiig^ 



Organizational Identity 

WllHnjW BS to pwota libcaiy and itx sfftvioes 
Vim oC libmy as part of a larger infioivtian e uwUuB w nt 

lew of lltoaxy as an organization 
iiuili^ to see bro^ picture 

Ability to ncrifioe dnct-ten gains for looo-teDa goals 
Political sense 
curiosity 

variety of interests 
Desire to groiif personally 
Desire to grow professionally 

Desire to ranain current in specific and general subject field 
Positive attitndt tOMasd job 
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MTilTUS 



dROlUTION READER SS^CES 



Dispositional Attitudes 

Attitudes Toward Institutions 

* IteyxA for pcof ession 

* Respect for tbr libcaxy 

* Respect for the parent organization 

Attitudes Toward Other People 
Toward Dsers 



* Like people in general 

* Like children 

* Like to help peqple 

* Like to aeet pe^e 

* Like to aake odwrs feel coafbrtable 

* Sensitive to others' needs 

Toward Others in the Workplacse 

* Respect co-iiorkKB 

* Like to work with otherE/as a ten 

* Like to work on own 

* Willingaess to draw i^nn and share knowledge and eifierienoe with 

others 

* Supportive oC co-inxkers 

* Bi joy aonaging/siiiervising otfaors 



* Oonf idence 

* DlplOMcy 

* Fl^bUity/^SBtUity 

* Lk. >rahip obUity 
* 



* Need for acfaieycnl 

* Gbjactivity 

* Open-alndBdiess 

* OptiBio^/tesitive attitude 

* Orgeninition 



ERIC 



MTlTlUfij 



ORCULKnON AND READER SB^CES 



Personal niiaUti*>fi 

* Mtienoe 

* Htysical endurance 

* Sensitivciimioug^itful 

* Sense of fanor 

* Sense of eddcs 

* Toleranoe 

AttltudeB Related to Jo b/Work/Organlzaii ^qn 
Individual should demonstrate: 

* WlllinTiess to takfi/aooept leecnnsibili^ 

* wmingpesB to take initiative 

* NilllnTiesB to leqpond to authority, aRdy and foUow policy 

* Desire to leuVtiy 

* Willingness to ask questions 

* Desire to tiork to best of ability 

* Reqponsiveness to tiae ounatcaints 

* Willingfiess to do clerical tasks 

* Service orientation 

* Organisational identity 

* WillingaeBS to pronote library and its services 

* Viar of liocaiy as part of a larger infoiBBtion enviroment 

* View of library as an organization 

* Ability to see broad picture 

* Ability to sacrifice abort-teon gains for long-tenn ^Als 

* Politioal Lense 

* Qiriosity 

* Wuiety of interests 

* Desire to gccv personally 

* Desire to groir professionally 

* Desire to ronin currant in specific and general subject field 

* Positive attitude tow d job 



ERIC 



ACMXMEC UERNOAN QDIPErBCIS 
OXIiBCXIDN lAINrBiMKZ 



ACTIVITIES 



OOLLBCnON MMNmffiKE WOCl LEVEL 



1. Sijpervise orderly maintenance of Etielves and storage areas 

place bookends \i^ere needed 

place iibound serial issues in boxes/holders 

perf Jim minor ^lifting of sections of the coUectionr as needed 

replace shelf labels and location guides as needed 

2. Schedule and si^rv^se shelf reading 

re-^elve materials found in the wrong location 
identify items in poor condition 

3. Siqpervise data collect icn to si^port planning for shifting the collec- 
tion 

measure present collection by categories 
measure shelving/storage equipment capacity 

4. Supervise preparation of AeLves and other storage equipment prior to 
shifting the collection 

adjust hei^t of fiielves 

prepare shelf lables and stack guides 

Preservation of Materials 

5. Receive materials for repair, cleaning, binding or replacement as 
identified by circulation staff 

6. Receive materials from cataloging which require repair, reinforcemert, 
special containers or binding 

7. Supervise in-house treatment of niaterials 

rqpair pages 

clean pages 

reinforce bindings 

laminate book jackets and paperbacks 

prepare containers for periodicals, AV materialE. packets 
make covers 

dean and repair AV materials 

8. Siqpervise procedures to dbtain photocopies of irdssing pages ar^d have 
them bound into the proper items 
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MXIVITIBS 



axLEcnoN HAmraiMiCE wm level 



Binding 

9. Supervise preparation of niaterials for binding 

prepare binding specificaticns for monographs selected for binding 
arrange serial issues in order and tie binding units together 
identify inocnplete volumes and notify serial records sectic^ of 

gape; send for binding \itim volime is oonplete 
prepare binding cpecifications for each serial title, if not on 

file with binder 
prepare materials for eiiipnent/pidc-iqp 
ipdate binding records with ^ipnent/pick-if) date 
update circulation records for materials sent to bindery 
receive materials from binder 
inspect materials for conformity to requirements 
diedc shipnent against binder 's* packing slip/invoice 
ipdate binding records with date of return 
i:pdate circulation records for materials returned from bindery 
forward invoice to proper office for pojyment 
maintain file of invoices and other docunents related to binding 
maintain a statistical record of binding operations 

Inventory and Weeding 

10 • Siqpervise inventory-taking 

assi^fi portions of the shelf list to each technician 
identify materials vltiidti are missing 

identify materials which lack sb^flist cards/catalog records 
identify materials for which the descriptive cataloging does not 

match the piece in hand 
identify materials which are labeled incorrectly 
deliver shelflist records for missing items to dq)artmental/ 

special collection librarians for review or to selection 

staff 

forward records for it^s missing from departmental/special 
collections and selected for replacement to the acquisitions 
section for ordering 

forward materials to cataloging section \Addti require record crea- 
tion/cor rectioi\/deletion and/or labeling correction 
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ACTIVITIES 



CDLLBCnON HAINTEIUNCE EKCBY LEVEL 



Inventory and Wfeedlng rcont'd) 

11« Supervise identlfloation of Itents £or possible weeding 

flag library naterials that have not circulated during a specified 
time period 

notify acquisitions section or departmental/special collection 

librarians that selection action is needed 
remove materials that have been selected for weeding and forward 

to cataloging section for file ipdtte 

12. Maintain a statistical record of Inventory-rdated operations and weed* 
ing operations 

13 • Handle problents related to collection maintenance operations; refer 
prc^lems to hic^er level staf f # as appropriate 

14 • Conduct library business by phone, ^en appropriate 

15 • Write memos and letters, as required 
16 • Prepare manuals of procedires 

17. Make reconmendaticns to the section manager for inprovanait in operar 
tions of the unit/section 

18 • Attend and participate in staff meetings 

19 • Provide an overview of the operations of the unit/section to visitors, 

as requested 

20 • Supervise technicians, pare^rofessional staff, and student workers 

21. Mork to develop "e^rit de corps" among staff super/ised 

22 • Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 

24. Assist manager in the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessicnals 
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ayuscnon Kvnn^MCE entby level 

other fcont'd^ 

26. Keep abreast of de aopnents in the information field and library prac- 
tice that affect binding, and storage and preservation of library 
materials 

27. Attend professional meetings and prqare r^rts for dissemination to 
staff 

28. Develop professional contacts both within and outside the library 



CDLLBCTION MMNTEMANCE MID LEVEL 

Storage Maintenance 

29. Wbrk with senior staff to develop procedures for shifting the collec- 
tion (s) 

30. Supervise the shifting of the collection (s) 
Preservation of Materials 

31. Supervise the prc^r storage and handling of all t' les of library 
materials 

32. Supervise the preservation treatment of rare/older materials 

33. Identify serialb and other materials available on ocinmercially«-produced 
microforms which should be acquired for preservation purposes; request 
order action by the acquisitions section for selected titles 

34. Supervise the microfilming of selected materials for prtseivation 

35. Determine proper treatment of daireged materials 

36. Notify acquisitions section of material lAiich needs replacement 

37. Gather information on contract repair and pre&«!rvation treatii^it of 
materials 

38. Investigate the capabilities of various library security systems and 
make a recomnnendBition for purchase 



ACTIVITIES 



OOLLBCaiON fAINTEMANCB MID LEVEL 



Preservation of Mafcerlia s fcont'd^ 

39. Train section staff and circulation staff in the operation and main- 
tenance of the library's security syston 

40. Work with circulation staff to develop procedures and resolve problens 
related to their daily operation and maintenance of the library's 
security systen 

41. Examine library regularly for sources of moisture, fire or unauthorized 
citry 

Binding 

42. Gather information on various binding agents: reputation, price, types 
of binding available, and average length of tine materials are inac- 
cessible 

43. Prepare draft binding Efpecifications 

44. Work with serial records staff to develc^ procedures for creation of 
binding records as part of the serial reoor'^ 

45. Prepare draft procedures for in-house binding preparation 

46. Work with the proper fiscal office eaid/oi contract office to develop 
procedures for processing binding invoices 

47. Work with the circulation secticxi staff to develop niocedures for use 
of the circulation systen to control materials sent to le bindery, to 
identify heavily used materials, and to identify all naterlals which 
circulated during a specified time period 

Tnventorv anA W«^4n«i 

48. work with acquisitions and cataloging section staff members and 
departinental/special collection librarians to develop {procedures to 
coordinate the replacement of missing materials following inventory and 
the update of oatalogfing records following inventory or weeding 

49. Work with acquisitions and circulation staff members and departmental/ 
special collection librarians to draft procedures for identifying 
materials which should be reviewed for possible weeding 
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ACTIVITIES 



OQUiBCnON MMNTEKANCE MID LEVEL 

50. Make preliminary selection of forms an^ot develop draft record formats 
for all collection maintenance files and operations 

51. Assess perfonnance of existing equipnent/systems/supplies used in col- 
lection maintenance and investigate capabilities of other eq*aipnent/ 
systonq/supplies 

52. Beconinend acquisition of neK/additional aqpiipnent/fiystcmfi/sijiaplies 

53. Train staff in (^ration and in-house maintenance of equipnent/systems 

54. Scqpervise in-house operation and maintenance of equipnent/fiystems 

55. Gather information for maintenance contracts on equipnent/eystens 

56. Draft statements of work foi contact proposals for services, eystens, 
equipment and/or maintenance 

57. Et^aluate contractors' proposals 

58. Train and supervise entry level staff 

59. Assist in the selection of new professional staff 

60. Write articles for professional journals/newsletters when appropriate 

OOLLBCnON MAINmiANCE SENIOR LEVEL 

Storage Maintenance 

61. Wbrk wit^i the circulation section to identify the most heavily used 
^rtions of the collections and to select the type and placement of 
storage eiuipnent and location guides which Would enable users to more 
easily acck'ss library materials 

62. Work with selection staff to identify areas of anticipated large growth 
in the collect Jon (s) and to establish the average growth rate for all 
areas of the collection (s) 

63. Draft a shaving plan to provide adequate qpace for growth <^ the col- 
lections, Including plans for storing less f reuqently used materials in 
an annex, if required 
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ACTIVITIES 



(ZXIiBCnON MVINTEMANCE SQUOR LEVEL 



Preflervatlon 

64. Identify optinun physical conditions for storing various t^pes of 
library materials 

65. Reoonmend Improvanents vdiich could be made in current conditions to 
improve preservation of library materials 

66. Draft a plan for regular vermin control in the collections 

67. Draft an emergency plan for dealing with possible water and anoke dam- 
age to the collection 

68. Draft a policy otatenent concerning the preservation versus the re- 
placement of library materials 

69. Draft guidelines for staff to use in selecting materials for cleaning, 
repair, reinforcement, binding, or replacement 

70. Work with selection and reference staff and departmental/special 
collection librarians to identify materials whidi dx)uld be retained in 
microform for preservation 

71. Work with selection and reference staff and departmental/special 
collection librarians to identify valuable/rare materials in the 
collection which require q)ecial treatment 

72. Work with circulation and reader services staff to draft procedures for 
maintaining security of the collections after regular hours of 
operation when late nic^t stud^ roans are open 

Bindiy^g 

73. ""tluate the performance of the binder (s) 
Inventory and Weeding 

74. Draft procedures for conducting the inventory of the collection (s) 

75. Reccmnend the frequency at which inventories should be conducted 

76. Prepare a draft final report on the status of the collection (s) follow- 
ing inventory 
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ACTIVITIES 



ODUiBCnON lAINTEKANCE 



SWIOR LEVEL 



Other 

77. Function as a technical expert in all matters related to collection 



maintenance operations 

78. Draft revisions to collection maintenance policies and procedures as 
required 

79 • Flowchart and docunent collection maintenance 

80. Assist section manager in on-^ing systems analysis of the section 

81 • Analyze collection maintenance statistics and prepare draft statistical 
reports 

82. Analyze financial data and prepare draft financial reports on e3{)endi- 
tures for collection maintenance 

83. Train and si^)ei.Tise mid les^el staff 

84. Participate in committees to determine faculty status/tenure, as 
required 

85. Function as section manager in his/her absence 



69 



103 



ERLC 



GDWSnOES VMJEMB) AS 
BBSDiTIAL VHSUS DeSUMELE 



104 



nOfUDGE 



OOLLBCnai MAINTQIANCE BTTPY LEVEL 



Basic Imrwledae 

tamrledge related to litecacy, nuaeracy, mmiiIi wI Utui, etc, 

aibiech kncwleAyg 

knowledge of the prlaaiy subject field of users served (e.g., 
literature, ■nsic, etc.) 

* ioiowledge of foreign languages 

Library & Thformatifjn Science Khcwledae (Generic) 

ioicwleclge of definition, structure, and foznats of infonnation 

* knowledge of alternative z^roaches to the organizatlcm of infonnation 

* knwledge of alternative e^roaches to retrieval of infonnation 

* knowledge of alternative approaches to infonnation management 

* knowledge of available and emerging infonnation technologies and titeir 

applications 

* knowledge of canpleted and onqoing research in the field and its 

applicability to practice 

* knowledge of career opf^rtunities 

* knowledge of bow to leam on an ongoing basis 

Khorfled^e ahotA InfonnaUnn unrk P nylrorments 

* knowledge of the ej^xuiding infonnation ccnnunit/, its participants and 

their interrelationships (social, economic, technical, etc.) 
knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions perfonned within the various work settings 

and the services and products offered 

* knowledge oC tbe users oC the services and pcodoctSf their chazacter- 

istics and infonnation habits 

Khcwledqe of what work ie done 

** knowledge oC the collection Baintflnanoe fiix^ion, tbe range oC services 
and pcodcicts offered (both actual and potential) 

* kno wledge of tbe activitisB that are required to oiSet tbe services and 

pro duo f tbe pcoducts 

* knowledge of the various resources that are necessary to si^rt the 

activities 

** knowledge of onllectlcn aalntcnanoe to61s and sooioaa of infonation 
** knowledge of collection aaintenanoe nethods and twtnlqBWB 

* knowledge of pecfononoe ti^qmrtfa and bow it on be fnuuu'J 

* knowledge of job leqponaibilities and working t^tM^itiffa (e.g., range 

of dotiflB, probable ca^iwaation, benefits, etc.) 
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Wrta LEVEL 



Khwledae of how to do work 

** knavledge of bov to perfooi the various activities 

* knowledge of bow to use the oollecticn ndntenanoe tools and 

* knowledge of bow to aiiply tbe oollection aaintenanoe aetbods and 

* knowledge of personnel procedures 

Khcvledae of the institution served and Its llbrarY 

* knowledge of tiie nission, goals and otyjectives of the institution 

served 

knwledge of the structure of the institution and the role of the 
library within the institution 

* knowledge of the various projects and key personnel within the 

institution 

* knowledge of tbe policies and prooedkires relevant to tbe lifacaxy 

* knowle^ of the various resouroes available within tbe library (e.g.* 

personne^.f egulpKntf etc.) 

* knowledge of tbe users* infomtion needs and reqpiircBents 

* knowledge of the collection, and of related collections 



a)ILEX!riOM MAINTENANCE HID LEVEL 



* greater depths of knowledge specified above 

* knowledge of the operations of other sections in tbe library and bow 

they relate to ooUection aaintenanoe 
knowled^ of anmiXable vendor^«iflied systaas, services and products 
to siifort oollection ■ainteoanoe 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systenns, 

services and products 
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QDLLECnON MAmTOnNCB 



SENIOR LEVEL 



** greater dtptbe oC knawledgie apedf led above 
** hncwledge of pdalic relatlans t-ertwlgnes 

* knovledgie oC statistical descriptlon« analysisr intezpretation ana 

pteomtation 

* knoirledge of tbt costs asHORiaHifl witti libcary zesoaroes (saterialsr 

pecBonMlf wytiott etc*) 

* knoirledge of cost analysis and interpcetatlon ■ethodo 

* knowledge of ■rt-hndn of resoozoe allcoation 

* knowledge of standEUDdSr iwotirM and ■cthodp £6r evaluating personnei 

* knowledge of alternative BB nmja wii l structnres and tbeir i^pUoations 

for tbe operation of Xht libcaiy 

* state-of •'tbe-ort knowledge of litory researcfa and practice 
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KN0NLB3GE 



CDWECnOtl MAINTENAIO mnS LEVEL 



Basle kncwledyg 

* tanrledge resLated to literacy, meiacy, joHinicBtions, etc. 

Subject kncwleJqe 
** knowledge o€ foceigp langoages 
Libr&rv & Information Science Khowledye {Generic) 

* imoirledge of dBfinitloa, atractnie, and fbxBBts of inConation 
knaeledge of alternative ag goacbB s to the OEgoniation of inf oiaation 

* knoi^led^ of alteirative an n o aube a to letrlevel of infoiBBtion 
** knowledge of alternative anno adie B to infonation ■anajjetnl 

** knowled^ of amilaUe and wwrging infonation tednologies and tbelr 
anJloBtiona 

** knowledge of conpleted and ongoing leeoazch in the field and its 
acKdiGability to practice 

* knowledge of caxeec offsoctinitieB 

* knowled^ of how to le^m on an ongoing kasis 

"^rtf^ftlTt Ihffllt Infftnnff*'^"" gwlronmentB 

** haowledge of tbe wgandinj infonation coHnity, its participants and 
tbair interreaationahipB (social, eoononic, tednical, etc.) 

* knowledge of tbe wiriety of vxnk ssttlngs and tbeir OIgani^Btional 

stiuctnres 

* knowledge of the finctions pecfonod within tbe various work settings 

and the services and pfoAicts oKered 
knowledge of tbe nsers of tbe services and pcodbcts, tbeir character- 
iatiiss and inConaticn habits 

Bicwledoe of what work la done 

* taxKledge of the ooile c ti on aalntmonre finction, tbe range of services 

and pcodocts offeree! (both actual and potential) 

* kno wledge of tbe acU vities that arc reguind to offer tbe services and 

* knowledge of ftlie verions leaouroas that arv^ necessary to sinort tbe 

activitiee 

* knowledge of ooilecHon nintenanoe tools and souroas of infonation 

* knowledge of ooUection MlnHwBn o e oetbodB aai tecfeniqons 

* tamrledge of p e tfon aao e enacted and how Ic on be ■WBBureia 

* knowle^ of job responsibilities and workinr >. editions (e.g., range 

of duties, pcofaable oonpenaation, benefits, etc.) 
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(XXAUcnam haintemmo entby level 



Khcwlcdipe of hew to do work 

* ioBOirledge of bar to pecfbiB the vatriouB activities 

* knovla^ of how to use tte coUecticn ■ninteMnoe tools and sources 

* knowledge of bov to apply the nllection aalntflnanoe aethods and 



* knovledge of personnel procedures 

l&iowled9e of the institution aerved and ita library 

** knowledge of the aission, goals and objectives of the institution 



* knowledge of tfae stcuctnre of tbe institution and tfae cole of the 

libracy (or infonation onte^) within the institution 

* knowledge of tbe various ri'oiji ii offered and key pecsonnesL witb^ji tbe 

* knowledge of tbe policies and proceAires relevant to the library 

* knowle^ of tfae various reso ur ce s available within tbe library (e.g., 

personMtLf e^oi^Bentf etc*) 
** knowledge of the users* infboBation needs and reqpirenents 

* knowledge of tte collection, and of related coUections 



(DLLBcaiON wnmanmcE vol level 



- greater depths of * ledge specif ied above 

* knowledge oi tbe Ji Jons of otiier sections in tbe library and bow 

tb<y rctlate . - aectlon sainbenance 

* knowledge of aiv^XiaUe vcndcc-sucplied aystans, services and predicts 

to support caUection aaintenanoe 

* 'nowledge of tte contracting process, both in general and within tte 

organintion 

knowled^ of te^aloation aetbodB and tedniques to evaluate aystoB, 
servioes and products 
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CXJUiBCnON NMNTENANCE SWIOR LEVQi 



* greater deptfaB of knovledge epeclfied above 

* knowledge of public rdatlcns tedniquee 

** knovledge oC statistical description, analysis, interpretati(n and 



* knovledge at the costs associated with llbcazy resources (satecials, 

persc Bn df spotXf etc*) 

* knovledge of cost analysis and intecpcetation aetfaodB 

* knovledge of ■ hI i o i ^ t of resource allocation 

* knovledge of standardB, MBSures and aethodB foe evaluating personnel 

* knovled^ of alternative ■onagesent struct u res and their isplicaticns 

for the operation of the library 

* state-of ■'Uie-art knovledge of library research and ^actice 
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EtJUS 



(XMJECnOfi HMKTBONCE QITBY LEVEL 

Basic flclllB 

*** litoacy, mBeEBcy, 009iitlver analyticBlr umiiIibI li.ii ij, etc. 
fltma itei>i».ed to Specif ic Activities 
Ability toz 



* pttfooi jOfib activity 

* fwl-fiMlHh OQpoit witli naecB and oplliagtieB 

* n Mil It nl< tg wMtm, v«Ebal and ncn-vecfaal 
conduct an Interviev 
conduct meetings with individuals and groups 

* coUectff mmlytit and inbecpret de±a 

wBke (ffdtAnm and imiii ill liiiii baaed on available infozaation 

* fc'ipeivise steiff 

wozk indepmdntly and in gn»(s 

* develop criteria for evaluation 

Ability to: 

* aake e£fectiver tiadlyr and well-lnfoned dpclirims 

^ isolate 2uxl define problems and develop the necessary criteria and 
action for their solution 
tiae effectively 



COLLECTION MAINTQIANCE MID LEVEL 

P^tllfi Rglflt*^ Each Specific Activity 

* Skills listed above ace develflped to a greater extent 

Ability tot 

* pezoeive tbe needs of the ocgBniaatlon and not jnat tlie llbcazy 

* anticipate long-iange needs of lit»aiy 

* desicpi fiystems and procedures to inprove library operations 

* arbitrate and negotiate 
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SENIOR LEVEL 



Skills listed above are developed to a greater extent 

Ability to: 

** apply aetfaodB oC ■mwirfciil and evaluatioa 

** budget and aake projections 

** qpt-laiw* the uae oC lifacaiy reBonioes 
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SKm£ 



aouicnoti maimtemance wm level 

Basic gcillfl 

* litecacy, nwrmry, cognitive, analytical, ocmdcations, etc. 

Skills Related to Specific Actlvitlefl 
Ability to: 

* teziom activity 

* establiflb ngpoxt. wltii uoeto and colleagueB 

* I II HI U, III > ndJ. by written, vedaal and non-^vezfaal Mons 

* oQBfluct. an intntviflr 

* oondnct ■wtinja with individaBlB and groqps 

* collect, aoalyae and intnpcet data 

* Bake dwciafonB and iCMiiinTal limi baaed on available inf onotion 

* flupervlBe 8ta£f 

* develop criteria fbc evaluation 

Ability to: 

* sake effective, tinely, and neU-infooaed dprlBlfiw 
time effectively 



cou^Bcnm maintqiance mid level 

gtm« iteiated to ach Specific Activity 
Ability to: 

* perceive the needs of the ocgniaation and not just the libcazy 

* anticipate long-zange needs of libcaiy 

* dgolcyi qfctns and praoedtares to iaptove libcaiy operations 

* arbitrate a nd nejotJate 



O0II.BCTION MAIMTEXONCE SENIOR LEVQj 

* Skills listed idnve are developed to a greater eibent 

Ability to: 

aifly i*hnilD of ■wisiiriawnl and evaluation 
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* budget and anke pcojectlons 

* qptlariwf the use oC libnuy reaaaroes 
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KnaooBS 



Dispositional Attitudeg 

AttitudBB Totard TnshitaitinnB 

* RBqpecfc Cor ppofww^fn 

* Respect for the libcazy 

* Rttpect for the pairent oiganlatlun 

AttitudBs Ttaward Other Peogile 
Toward Dftcra 

*♦ Respect usees 

* Like people In general 

* Like to help pe^e 
Like to meet people 

* Like to make others feel comfortable 

* Sensitive others' needs 

Tcward Others In the Wp- j^lacs 

* Hoapotii oo^rkers 

* Like to nock with otbers/as a teon 

* Like to work on own 

* WtlUnjiHW to dnv and dare koovledge and eqpericnoe with 

OCDeES 

* SUfpoctive oC oo-iXMckers 

* Qijoy managing/supervising others 



* AlectnMs 

* Assertiveness 

** Oonqpassiccv^indiess 

* Oanf idenoe 

* Cheerfulness 
** Depanddtility 

* DebeadoBtlai^ienacity 

* Diplonacy 

* Bnotional stability 

* ndxness 

* neidblllty/VteSBtmty 

* Imagination 

* Inguisitiveness 

* Leadership ability 



lis 



MCTms 



Personal ftialltles fcont'd) 
** Neatness 

** Need for achievement 

* Gbjectlvity 

* Open-mindediess 

* Optimiaq/tesitive attitude 

* OigBniatlai 

* Patience 
Riysiced endurance 

* Resourceful 

** Sensitives/lhoughtf ul 

* Sense honor 

* Sense of ethics 

* Tolerance 



Attitudes Related to Job/Work/OryaniTation 
Individual cixxild demonstrate: 

** irlinwywBB to takc/enoept negonaibimy 

* MillingDess to take initiative 

* NilllngDess to respond to authority, apply and follow policy 

* DBslEe to iBEiai/txg 

* Willin9iess to fail 

* i HIHnjy oo to aA f' ^ i' ^ 

** Desire to wodr to best of ability 
** nwjiimniwfiwioM to tiae const taints 
** Jkxnxacy 

Willincyiess to get hands dirty 

* Attention to detail 
Wlllincpiess to do clerical tasks 

* Desire to fbUoiMiu^oug^ 

* Service orientation 

* Organizational identity 

Willln9ies8 to pccmote library and its services 

* Viekr of library as part of a larger infomation environment 

* Vim ci libcaiy as an ocganiatlon 

* Ability to see broad picture 

* Ability to sacrifice short-texm gains for long-teim goals 
Political sense 

* CXiriosity 

* \^riety of Interests 

* Desire to grow personally 
Desize to groir pcoCaasiflnally 

Desire to ifilii cnrrent In specific and general subject field 
** Poeitive attitude tOMazd job 
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Digpositional Attitudes 

Attitudes Toward Institutions 

* BBcpecb for profession 

* Bespect for tbe libcaiy 

* Reepect for tbe parent organization 

Attitudes Toward Other People 



* Like people in general 
• * Like children 

* Like to help people 

* Like to aeet people 

* Like to nke otters feel coBifortable 

* Sensitive to otters' needs 

TnWri PUltirn in the Wortqalace 

* Reepect co-iiorka:s 

* Like to work with other e/as a teen 

* NillinTieBS to draw ifxn and share knowledge and experience with 

others 

* Sifportlve of co-wMTkers 

* Bn joy nanaging/sifiezvlsing others 

Personal Qualities 

* Alertness 
* 



* OGipassionAlncbess 

* Qnf idenoe 



* DependUdlity 

* DBteadnatio^A<enacity 

* Diploncy 

* BKJtional stability 



* 

** Flesibaity/VersBtility 

* Tsnglnrt-ion 

* Snquisitiveness 

* T>Hidprflhlp ability 
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QOLLEmON MI^INrENANCE 



Personal Qualities fcont'd^ 

* HobUmsos 

* Heed for acfaievenent 

* Objectivity 

* Olcn-aindBdiess 

* OBtSaim^POBltive attitude 

* Organisation 

* Batienoe 

* Itysical enduranoe 

* BCBOuroeful 

* Saisitivc^Oioii^itful 

* Sense of buBor 
** Sense of ethics 

* Tbleianoe 

Attitudes Related to Job/Work/Organization 
Individual should denione^rate: 

* Willingness to tak^aooept reepcnslbility 

* Willin^iees to take initiative 

* Willin^ieBS to respond to authority, apply and follow policy 

* Desire to learat/tiy 

* NillinTiess to fall 

* Willingiess to ask questions 

* Desire to work to best of ability 

* Responsiveness to tJae ocnstraints 

* Accuracy 

* MllingMSS to get hands dirty 

* Attention to detail 

* Desire to foUor-througb 

* Secvioe orientation 

* Organiational idantity 

* MlllngpMss to pcanote lilxary and its Servian 

* View of lifacaiy as part of a larger infomation enviroment 

* View of library as an organization 

* Ability to see broad picture 

* Ability to SBcrifioe abort-teon gains for long-teno goals 

* l<olitloBl sense 

* Desire to grow personally 

* Desire to grow professionally 

* PosiUve attitude toward job 
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ACTIVITIES 



INTEBLIBRABY LOAN ENISY LEVEL 



1. Receive users' requests for obtaining material from other libraries 

2. Discuss cost considerations and tioie constraints with users 

3. Record bibliograq;hic and user information 

4. Verify bibliographic information 

5. Determine best source for obtaining materials 

6. Determine alternate source (s) for obtaining materials as required 

7. Supervise processing of ILB requests: 

complete loan forms, including copyri^ oonpliance notice 
collect ILB processing diarge from users, if applicable 
transmit loan requests (by phone, mail, courier, teletype, or com- 
puter network) 
re-issue loan requests as required 
receive materials 

notify users of receipt of materials 
circulate materials to users 

iqpdate circulatioiVlLB files for circulated materials 

receive materials from users 

examine materials for damage, proper markings, etc. 

ipdate circulAtioi>/II£ files for returned materials 

prepare borrowed materials for mailing/delivery 

follow-up overdues 

collect overdue fines 

maintain record of ILB statistics 

maintain record of funds collected or charges assessed to 

college/university departments 
maintain files of materials obtained and not obtained on loan 

8. Perform processing of UB requests vAien necessary 



ERIC 



83 124 



ACUVITIES 



INTESLIBRABY LOAN ENUff LEVEIi 



TnfrArnSrary T.«>n«^1ny m.T,) 

9. Receive ILL requests 

10. Examine ILL foxms for oopyric^ oonplianoe 

11. Si;^rvitie processing of ILL requests^ 

return nii forms lacking proper oopyrig^ confiliance notice 
determine location of material in library 
locnte material in the oollecticn 

photoooEy journal articles and portions of printed materials 
prepare library materlals/^pbotooopies for mailing/delivery 
update circulatiaVHX files for loaned materials 
examine returned materials for dtaage, proper markings, etc. 
update circulaticfx/m. files for returned materials 
dielve returned materials 
follow-up overdues 

collect/diarge overdue fines, if appropriate 

collect finds for lost materials or receive replacement materials 

return ILL forms to originator for materials not ameQ/not avail- 
able for loan 

maintain record of ILL statistics 

maintain record of funds collected or duirges assessed 

maintain tenporary files for ILL requests for materials owned but 
not foind in the collection 

maintain temporary file of ILL requests for materials not owned by 
the library 

12. Check to locate ILL requests that technicians report as "not found on 
shelf" 

13. Perform processing of ILL requests vrtien necessary 

14. Handle problems related to borrowing or lending of lit»:ary materials; 
refer problems to higher level staff, as i^roprlate 

15. Ke^ informed of current oopyri^t legislation and its impact on inter- 
library loan 

16. Conduct library business by phone, when c^rqpriate 

17. Write memos and letters, as required 
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ACriVlTUS 



INTESLIBRABY LOAN WFRl LEVEL 

Qthw (gont'd) 

18. Prepare manuals of procedures 

19 • Make reocmnendaticns . ^ the section manager for infxrovement in opera- 

tions of the unit/section and for inprovement in services to users 

20 • Attend and participate in staff meetings 

21. Provide an overview of the operations of the unit/section to visitors, 
as requested 

22. Supervise technicians, paraprofesslonal staff and student workers 

23. Work to develop "esprit de corps" anaig staff sipervlsed 

24. f^slst section manager in writing jc^ descriptions for self and for 
staff supervised 

25. Assist section manager in develc^ing performance standards for self and 
for staff supervised 

26. Assist manager In the review and performance evaluation of staff 
supervised 

27. Assist In the selection of new technicians and paraprofesslonals 

28. Ke^ abreast of developnents in the information field, library prac- 
tice, or legislation that affect interllbcary borrowing and lending 

29. Attend professional meetings and prepare reports for dissemination to 
staff 

30. Develop professional ccmtacts both within and outside the library 



DnmiBRAICr LOAN MID LEVEL 



31. Ibrward ILL "not found" and ^not owned" requests and nfi requests to 
aogulslilons section 

32. Make preliminary selection of forms and/or develop draft record formats 
for all interlibrary loan files and operations 
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ACTIVITIES 



INTESLIBRARY LOAN MID LEVQj 

33. Vtork with circulation section staff to develop procedures and resolve 
problems related to use of the circulation files/system for inter- 
library loan purposes 

34. Assess performance of existing egpilpnent/systems uced in Interlibrary 
loan and Investigate c£^)abllities of other equlpnent/systems 

35. Reoonniend acquisition of new/additional equlpnent/eystems 

36. Train staff in operation and infuse maintenance of equipment/systems 

37. Supervise ln-4K>use operation and maintenance of equipnent/eystems 

38. Gather information for maintenance contracts on equlpnent/syetems 

39. Draft statements of work for contract proposals for services, systens, 
ajuipment anchor maintenance 

40. Evaluate contractors' proposals 

41. Train and supervise entry level staff 

42. Assist in the selection of new professional staff 

43. Write articles for professional journals/newsletters lAien ^propriate 



IHTESLIBRAFY LOAN SEKIQR LEVEL 



44. Fknction as a technical expert in the interlibrary loan section 

45. Work witii serials ocxitrol and cataloging staff to develc^ a serials 
holdings list 

46. Make Inquiries and reconmendatlons concerning the advertisement, publi- 
cation, and distribution of the serials holdings list 

47. Work with reference and acquisitions staff and dqpartanental/^pecial 
collection librarians to analyze library resources in the area and make 
recommendations concerning the degree to which duplication of 
collections diould occur. Identify subject areas In which resource 
^rlng may be mutually beneficial 

48. Identify library nebi^rks/consortla which the library should consider 
joining/forming 
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SnmiBRABY LOAN SENIOR LEVEL 

49. Draft ni/ILB procedures and policies; draft revisions as required 

50. Flowchart and docunent m/afi procedures 

51. Assist section manager in on-^ing s^tems analysis of the section 

52. Analyze ILL/ILB statistics and prepare draft statistical reports 

53. Analyze financial data and prepare draft financial reports 

54. Si^rvise mid level staff 

55. Participate in committees to determine faculty status/tenure, as 
required 

56. Function as section manager in his/her absence 
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nOMJBXZ 



INTEBLIBRASY LOAN WnS LEVEL 



*** knaiil«dlgie vdated to liteiacy, memcy, riMiiliiil hiiii, efcc. 

hnfflflfiilgf 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knovledge of f oreigi languages 

T-ihrary L TnfftmmUnn Science Khcwledye (Generic) 

* knowledge of definition, structure, and formats of Infonnation 

* knowledge of alternative iqpproaches to the organization of infonnation 

* knawled^ oC altemitive a ep ra aciiBB to ntrisval of IneonBfciai 

* knowledge of alternative i^roadies to information management 

* knowledge of available and emerging Information technologies and their 

iQ)|)lioations 

** knowledge of completed and ongoing research in the field and its 
appLlcabilily to practice 

* knowledge of career opportunities 

* knowledge of how ^ learn on an ongoing tosis 

* knowledge of the eaqianding Information ooonunlty, ito partici^ts and 

their interrelationships (social, economic, technical, ete.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and Infomation habito 

Kh<»ledae of wtat work la dona 

knoirledgis oC tlM intodibmy loan fanctlonr the noge oC aci vices and 

pttWIciB offKid (both aohail nfl potoAtial) 
** knwfliiay oC tte a^MUsi tlMt an ngnind to otfsr tbe aecvioas and 

pwduoa tte nEoducfai 
** knoKUdge oC ttei mriam wouroas ttet an nsniwuy to ai^oct tte 

actifltitt 

*** knoirliadge oC Iflfcaditeuv Iomi tools and touwotB of JnCoaafcion 
M* knoirljodgo oC Isbiillfantty Ion MltedB ff>ff toctaiqMS 

* knavlodjie of tjorftw—ni t o m o clafl and tew it omi to ■wiwiriiil 

* tamrXad^ oC job Mpmlbilltioi mad nocking gnrtHttonB (e.g., xange 

of dntlM, pntebiU o w pwHwi , bMCits, oto.) 
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ZNTEHiIBRAFY LOAN EHTRST LEVEL 



KtKwIedne nf ht» to do work 



tamrlfldge oC bar to pecfiboi tfae varioas actlvitieB 
*** tamrle^ oC Imr to om tl» inbazUbouy loon totilB and sonioeB 
*** knairle^ oC bov to afply the intedlbcacy Ifln netfaods and tectalques 

* knowledge of persGnnel procedures 

Khcwledc» of the inahitutlon aerved and ItB library 

* knovledge oC tlie alssion, goals and olijectim of tfae institution 



* knowledge of the structure of the institution and the role of the 

library within the institution 

* knowledge of the various programs offered and key personnel within tne 

institution 

** knorledge oC tfae poGLictoB and pnoadoces z^Levant to tbe libcazy 

** fcnoi fladge o f tfae wuJoub zeaoiuoes available vitfain tfae libouy (e.g., 

pecaoond., egafpnentf etc.) 
** tamrladge of tbe oaara' infozaation needs and ceqpizwenta 

* knowledge of tbe oollectifln« and of rcOated ooUections 



INTERLIBRAIV LOAN HID LEVEL 



*** greater depths of knowledge specified above 

*** knowledge of tfae opemtions of otfaer sections in tbe libnuy and bow 

tfaqr relate to interlibcazy loon 
*** knowledge of available vaDdoc^«q;iplied qrsteae, aenrloes and pcoAicts 

to B^gpoit intetlibcaqr loan 

knowledge of the contracting process, both in general and within the 
organization 

* knowledge of evaluation methods and techniques to evaluate systemsr 
services and products 
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INTESLIBRABY Um 



SENEOR LEVEL 



* knoMledge of patHic relatiais tartniqafB 

* knciflaage of statist leal aeecriptioD, analysis, Infceipzetatim and 

* taioirladgfe oC tiie costs asspplatiiiil iMh Ubaay t aso ug oa s Materials, 

panKmbl, ^Koa, ate*) 

* knowladga oC cost vialyBis and Intaipcefcakiai ■etfaods 

* knovladja oC MtliodB oC casoozoa allocHt'lon 

** knowladga oC atanduds, fiiBiirMi and nettaodB for caalnating paxsonnel 

* knoirle^ oC altenntlve Banirjawirt stzoctuzes and tlieir ispUoatlcns 

fox tiie opHcaticn oC tiia libcaiy 
state-oC-tiie-att knoirladge of libraiy reo a s icfa and pmctloe 
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SnmiBRARY LOAN ENEFY LEVEL 



Subject knowledge 

* knowledge of the pilMixy sobject field of users served ve.g.f 

literature, ansie, etc.) 
** hnovledge oC forei^i JMigodgcB 

Lthrary s. Information Science Khcwlcdge (Generic) 

** knoirledge of definltioiy structure, and fonats of infomtion 

** knowledge oC altecnative atmo acliC B to the ocganiation of inf onation 

** knowledge of altecnative atpcoadMs to retrieval of inf onation 

* knowledge of alt e r na t i ve a tiMLoaciiaB to infonation ■wniigwMint 

* knowle^ of available and >f rginq infocaation tertnalogtes and their 

** knowledge of oosfileted and ongoing reeeardb in the field and its 
arpHoihility to pcactioe 

* knowledge of career < mw i luiilH fB 

* knowledge of how to learn on an ongoing basis 

KnfiMl^ft about infonnatlcn work enylrcmaenta 

* knowledge of the expanding infbOMtion ooBudty, its participants and 

their intnnctilationdiipB (1 1^^*1 , eoononiCf tednicalf etc.) 
** knowledge of the variety of work settings and their organixational 
structures 

* knowledge of tbe ftnctions '['■rfoaaed within the various work settings 

and the servioec and products offered 
** knowledge of tbe users of the services and pcodocts, their diaracter- 
istics and infoxaatlon habits 

RiQwledqe of what work le done 

* knowledge of the intedibcaiy loan finctiony the range of services and 

products offered (both actual and potential) 

* knowledge of the activities tdiat are required to offer the services and 

* knowledge of the various re so ur ces Unt are necessary to siffort the 

activities 

* knoidedge of interlibcary loan tools and sources of inforaation 

* knowle^e of interlibca^ loan awQiodB ^ nd tecteiques 

* knowledge of perfooance emacted and how it can be aeaaured 

* knowledge of job reupmslhiHtlwi and working conditions (e.g., range 

of dUtieSf pcotahle coi^icnsatiflny bcnefitSf etc.) 
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mrEBLIBRABY LOAN WTRf LEVEL 

Khcyledge of hew to do work 

* knovladge oC bow to petfom the wiriouB activities 

* knovle^ of how to ose tte IntArllbraxy loon tools and sonioes 

* knovlodge oC hoif to a pply the Inn^rllhraiy loan BetfaodB and tecfanlqaes 

* kikiwledgs oC pecsonnel pcoosdtaics 

mowledqe of the Institution acrved and Its library 

* imoiEledie of the aission, goals and afajectivss of the instltntion 



* knovledie of tiie stiuctnra of tte institntion and tlie role of tlie 

libnuy within the Institution 

* knowledge of the wtfioos pcogzans ofCeced and tar peraomd. within the 

institution 

* knowledge of tlie poUcies and pcooedaies releiont to the libcazy 

* knowlee^ of the users* infonation needs and reqair«nts 



INTERLIBRARSf LOAM MID LEVEL 



* greater depths of knowledge q[wclfied above 

* knowledge of the ope mt i cn s of other sections in the libzazy and bow 

they relate to Interlibcazy loan 

* knowledgie of available vmdorHnpplied eysteas, sezvloes and products 

to sDcpoEt inberlibca^ loan 

* knowledge of the ontzactlng process, both in genecal and within the 

organinticn 

* knowledge of evaluHtlon setfaods and t<x*nl«iafs to evaluate aysten, 

services and products 
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SUTERLIBRAiaf lOAN SENIOR LEVEL 



* greater etpOm of kmiledge ipeclfied atxive 

* knawladge of piAUc relations tficinlqneB 

* tooi fledge cC statistloal daacription, analysis, interpretaticn and 

* knoi fladge of the costs associatsa with llhcaiy resoaroes (nterials, 

pe r so nn tfL, ^paoSf etc*) 

* knowleage oC cost analysis and intcipratation BeaiDdB 

* knowledge oC ■sthodB oC resonroe aUooation 

* knowled^ oC Standards, ■ea sui e n and ■etfaods for evaluating persand 

* knowledge of alteantive s ana i jWMni structures and their ii^lioBtlcns 

for the qytation of the library 

* state-Gf^tfafr«rt knowledge of library leneaidi and pmctioe 
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INTERLIBRMY LOAN 



EMTFY LEVEL 



llteoKY, amtncj, oopiitive, analytloB''., ooBonicBtiois, etc. 

aclllfl Rftlafced to Specific Aetilvltlefl 
AbUity tot 

* pecfom sbA activity 

** wi^«h^1l#^ nflport witfa users and ooUmgues 

** on s iiilnrt-e mUl by written, vecbal and maHvedbal Beans 

* oanduc± an Intecvlar 

* conduct meetings with Individuals and groups 

* collect, analyze and interpret data 

* Bake <1nrlBlnns and i»m— mliil liim based on available inforaation 
SBfwcvise 8ta£f 

* work independently and in groc^ 

* develop criteria for evaluation 

Ability to: 

* Bake effective, tJaely, and w^-inf ozMd decisions 

* isolate and define problems and develop the necessary criteria and 

action for their solution 
** Bsnage time effectively 



INTERLIBRAFY LDAN MID LEVEL 



Skills Rftlated to EhA Specific Activity 

*** £kill8 llBted above are dm^Lapj& to a greater eitent 

Ability to: 

* perceive tbe needs of tbe orgBnlsatlun and not juet the llbcazy 

* anticipate long-range needs of library 

* dB8i9i qfstaw and pcocedoreB to Jipcove llbcaiy operations 

* arbitrate and negotiate 



9^38 



snus 



ZNTERLIBBAFar LOAN SQUOR LEVEL 



*** fikllls listed ebove axe devdoiied to a gieater ea±ent 



Ability to: 

** aiiply MtiiodB of ■wionrfpnt and evalustion 

♦* budget and aske pcojectlons 

** optWae the use of llbouy leeouioes 
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INrEBLIBRAFY LOAN EMTBY LEVEL 



flcUlB Related to Specific AC ivltiea 
AbUity tot 

* pwfftni suii activity 

* fBhihUBh nopoct with ueets and ocOleagiieB 

* MMiilLuli veil bf writton, veital and non-^reitBl 

* ccuSact m iatuvim 

* oOlect, mmljat and IntMprat ^tata 

* aake aB rialflns and im—WMliI hiiu based on available infonafclon 

* flupacvlaa flta£f 

* nock indqpandBntly and in <|n>m>B 

* develop critecia for evaluation 

ilbiUty to: 

* sake eEfective, tiady, and weU-lnfoned decisions 

* isolate and define pcoUas and develop tbe neoessaiy criteria and 

action for their eolation 
tine effectively 



INTERLIBRABY LOAN MID LEVEL 



Skills Related to Etch Sp ecific Activity 
Ability to: 



* perceive tlie needs of Uie orgeniation and not just tbe libcary 

* anticipate long-range needs of library 

* dBsi^i aystos and pcooeAires to ispcove libraiy operations 

* arbitrate and negotiate 



INTERLIBRARSr LOAN SENIOR LEVO. 



Ability to: 

* apply Mfcfaods of ■wiairfwl and evaluation 

* budget and wakt projections 

* opt^iae the use of libcaiy 
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nnmiBRABY loan 



Dl«»gltlQral Attltudea 

Attitudes Ttaward Tnatltaitlonfl 

* HBHwrt fbr prof MB Ion 

* BB^iect for tte libcaiy 

* npBiwrt fbr tlie parent organisation 

Attltudefl ItaMard Other Peqplc 
Toward DftcrB 

HBBpfA mars 

* Like paqpla in geaeral 

* Like to bdp paqple 
Like to Met people 

Like to aake others feel oonfortable 

* Snsitivie to oUiarB' needs 

Toward Others In the Workplace 

** wnf^fTt CO norkers 

** Like to nock idtfa otberq/Su a teaa 

* Like to node on own 

* wn HnyMW i to dEBv upon and efaare knovledge and a^erienoe with 

otters 

** aiiportive oC oo-iiodEerB 

* Bdjoy managlng/siqjervisljig others 



Peraonal nuaHtien 

** MertneoB 

* Assertiveness 

** Ocnpassioiv^klnchess 

* Oonf idenoa 

* Cheerfulness 
M* Dqpsndabilily 

* DeteodnatioQ/taiacity 

* nljilnn'Y 

* ftntlonal atability 

* miimnii 

** iifliEifaiUtyAtaBBtiUty 
Jtaagination 

* mqulsitiveness 

* Leadership ability 
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snmiBRAiar loan 



Berflcnal ftialitiefl /aonii'd^ 

* Neatness 

* Need for adiievement 

* Objectivity 

* Open-inlnd^hess 

* Optiiniaiv/k)sitive attitude 
•* Orgenixaticn 

* Mtienoe 

* Ihysical endurance 

* BBBOiuoe£iil 

** Sensitiv€i/lboughtf ul 

* Sense honor 
•* Sme uf ethics 

* Voletanoe 



AftifiidftB Rplated to JobAfork/Organization 
£:)dividual should demonstrate: 

** milingpieeB to tak^acoept cesponsibility 

* ifil HnjMMB to take initiative 

*♦ WiUingnesB to reepcnd to aatbority, aiply and foliar policy 
** Oesize to Imra^xs 

* Willin^iess to fail 
WUlingMSB bo ask frnkAKMrn 

** Desize to nock to beA of dfeiUty 
*** taponsiveDeaB to tJae oonstndnts 
*** Docnzacy 

imiiinieaB to get faonds dizty 
*** M±a»tion to detail 

* NminspMSB to do (aecioBl tasks 
•* Desire to follaif^tfaioiisli 

** Secvioe oc l e n li m o n 

* Organizational identity 

* WlllinTiess to promote library and its services 

* View of libcBiy as pact of a larger inf ooBtion environoent 

* Viev of llbcaiy as an ovgpnlaticn 

* Abili^ to see broad picture 

* Ability to sacrifice short-term gains for long^enn goals 

* Political sense 

* Curiosity 

* \airiety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to ruin currant in qpedf ic and general subject field 
•* Positive attitude toward job 
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INTESLIBRARY LOAN 



DiaaosltlQnal Attlfantefi 

Attitudes ToMrA Tn fltitutions 

* H c q pec i for pcof ession 

* Refipect for the library 

* Reepect for the parent organization 

Attitudes Teuarfl n^ht^^ PftTTlf 
Toward Psers 

* Respect users 
• * Like children 

* Like to Hdce others feel oonfortahLe 

Toward Others in the Workplaoe 

* Like to work with others/as a ten 

* Bi joy nnaging/supervising others 

Personal Oualitips 

* Alertness 

* Assertiveness 

* OstMBsion^CindaesB 

* OependBhility 

* DBtendnakiav'tienacity 

* niplnnr y 

* Motional stahUity 

* ndmess 

* nodbility/^satUity 

* Itaginatian 

* LBttderAip ability 

* NoBtness 

* Need for achicraent 

* Objectivity 

* O t»ni ■t iii l ni t> nn B 

* O^itiniiq/tesitive attitude 

* Ocgnisaticn 

* mtlmoe 

* AysicBl endoranoe 

* R e o o ur oe fu l 

* Sensitivc/ttou^itful 

* Sense of bnor 

* Sinse of ethics 

* Ibleranoe 
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Attitudes Related to JobAtork/Or^Bnlzatlon 
individual should demonstrate: 

* NilliiiTtedB to taki/aooept ceq^cnsibility 

* WiUingpess to take initiative 

* irminjMMB to zeqpond to anthoiity, tfgly and follow policy 

* Desire to learn/try 

* WUIin^MM to £aU 

* NillingMss to ask qoestiois 

* Desire to work to best of ability 

* ttwqpmnWfiwnn to tiae ccnstraints 

* JiocQcacy 

* HmJnSPMOB to get hands dirty 

* Afctenticn to detail 

* millngpMBB to db clerical tasks 

* Desire to foUoiMiirou^ 

* Service orientation 

* Organiational identity 

* milingpMss to prcBOte library and its services 

* Viar of lifacaiy as part of a larger inf orsatiai enTircment 

* Viar of liteaqr as an ocgRnlation 

* Mxility to see broad picbire 

* JIbility to sacrifice Aort-teni cpins for long^tera goals 

* Politloal sense 

* Desire to grow personally 

* Desire to grov professionally 

* Positive attitude tovard job 
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ACTIVITIES 



SBUQR LEVEL 

MANfiGEMEOT (Section Mzmager) 



General Adnlnlstratlon 

1. Work with library/library eystm director and other sectiaVbranch 
managers to formulate and/or interpret library objectives 

2. Prepare written sectioni/branch objectives 

3. Coordinate 8ectionA>ranch objectives with those of other sections/ 
branches of the library system 

4. Evaluate current activities in terms of the section/branch's 
objectives 

5. Identify required statistics and rqorts 

6. Prepare final version of secti(xi's/branch'8 annued reports and other 
reports 

7. Si^rvise clerical staff who 

type correEtpondence, reports, etc. 
answer phones 
sort and route mail 

maintain section/branch files and records 
input and maintain payroll data 

8. Maintain an awareness of the current and planned information and 
seivlce needs of the user carmunity 

9. Assess future needs and develop long-range plans 

10. Reccmnend new activities/programs i^en {^>propriate 
Financial mn»<fment 

11. Prepare operating and capital budgets, both Aort- and long-tem 

12. Justify the section 'sA>ranch<s budgets 

13. Control e3f>enditure8 and operate within the budgets 

14. Establish financial policies and procedures in keeping with the 
library system's cverjdl financial operations 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEV£L 
(Section ffenager) 



Financial Manaoanent foont'd) 

15. Establish costs for services, if apEsropriate 

16. Supervise diarging for services, if z^rqpriate 

17. Determine the cost of in-house versus contract processing and services 

18. Supervise the deposit of ai^ funds received 
Policies and Procedures 

19. Review and approve/ntodify sectiorv/brandi policies as drafted by senior 
staff 

20. Present policies to library/library system director for approval 

21. Monitor established policies and guidelines 

22. Revise policies and guidelines as required 

23. Review and £^ove/inodify procedures reconnendbd by staff 

Managgnqit of Agtivitieg 

24. Supervise cverall operation of the section/branch 

25. Ocx>rdinate 8ectionA>ranch activities with other operations within the 
library syston 

26. Supervise the establishnooit of work schedules to ensure adequate 
staffing of the section/branch 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction an^/or 
budget cuts were required 

SvBtane AnalyatB ftnA npc<ijp 

29. Perform on-going systems analysis of sectiorv/branch activities 

3u. Revio/ and approve/modify record formats and other file deslgi data 
for sectioiVbranch files as reocnmended by staff 

31. Work with fiysteros staff/representatives and sectioi^/brandi staff to 
resolve prc^ems with operation of automated systens, if e^icable 
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ACViVlTlES 



SQUOn LEVEL 

MMWGEMEJir (Sectio Itoiager) 



Bacmtles, Rjulpneni: and Sipplies, and Contract S^r^Ac^n 

32. Work v.ith architects and interior designers to plan section/branch 
desigi and layout for new facilities 

33. Plan the rearrangement of existing ^..^jilities 

34. Select furnishings for sectior/branch 

35. Request maintenance of facilitieF as required 

36. Revxew and approve/modify staff reccninendations for acquisition of 
equipment, forms, supplies and systems 

37. Seccninend and si^port aoquisition of selected items 

38. Arrange for purchase of approved items 

39. Maintain inventory listings of furnishings and equipnent in section/ 
branch 

4C. Review and approveA^fy fina3 draft of contract-related docunenta- 
tion 

41. Designate a staff member to serve as the section's/branch's technical 
r^resentative for ead) contract 

42. ^raluate contractors' perform, nee 
Perscnnel Management and Staff Develop. 

43. Review s»:eJfing and work loads to ensure thit employees are properly 
utilized 

44. Prepare final version of job descriptions for entire ^^taff of 
section,' branch 

45. Request and justify ne^ positions 

46. initiate staff recruitment after staffing recruests are approved 

47. Interview and select candidates for positions 

48. Qisure that new staff receive proper orientation and on-the-job 
training 

49. Review per&onnel records of staff 

erIc 



SQITOR LEVEL 

MANBGEMENT (Section Manager) 



Personnel Management and Staff Deyelonnent trcw^t^ri) 

50. ApproveAiodlfy performance standards as developed by staff 

51. Prepare written performance evaluations for entire staff 

52. Conduct conf'irences with individual staff membeiTS to discuss 
performance evaluations and other matters as i^ropriate 

53. Suggest ways in which individual staff members may improve performance 
an<Vor beccroe eligible for pranoticxi 

54. Approve library-finded training for staff 

55. Fteg&re ciocunentat5.on for awards, grievance actions, separations, etc. 

56. Present awards 

57. Discipline staff as required 

58. Conduct exit interviews with staff 

59. ^rove leave 

60. Approve vacation schedules 
GGnrounlcations 

61. Conduct staff meetings 

62. Bisure that oonnunication is maintained within the sectioVbranch so 
that staff will know ttot is happenin«j in the sectior^laranch, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

63. Establish and maintain good working relationships within the library 
systen 

64. Make preliminary arrangements for cooperative efforts with other 
sections/branches 

65. Represent section/branch or desi^iate representative (s) for joint 
projects with other areas of tlie library system 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 



66. Establidi and maintain good working relationships with librarians fran 
other libraries in the area 

67. OGnnunicate with other libraiies regarding any dil^iculties associated 
with cooperative activities 

68« JoiVparticipate in forming library networks/consortia and si;pport 
network goals and activities' 

69 • Receive official visitors to the 8ecticcv1t)ranch 

70« Arrange for overviews/tours of the section' s/brandi's operations 

71. Coordinate the production of publications/infonnaticm products by 
section/branch staff 

72« Ehsure that docunents describing the section/brancdi and its policies 
and procedures are iqp-to-date 

73 • Approve/niake arranganents for advertisennentr publication, and distri- 
bution of docunentfi/information products produced by section/branch 
staff 

Research and Development 

74. Identify prc^en areas related to the section 's/bremch's activities/ 
objectives %^ich require further study 

75* Arrange for and monitor in-house or contract studies of the problem 
areas 

76. Evaluate the reconnendeitions of the studies 

77. Implement new programs/procedures as ^)propriate 
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MaxvniEs 



SBaOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



General Adnlnistralilon 

1. Work with senior Instltutloned administrators to formulate anc^Vr 
interpret objectives c£ the library/library system 

2. Supervise the preparation of written library/library syston objectives 

3. Coordinate library/library system objectives with those of other 
systems within the institution 

4. Evaluate current activities in terms of the library' sAibrary Gystem's 
c^jectives 

5. Identify required statistics and reports 

6. Pr^re final version of library's/library system's annual r^rts and 
other rqx>rts 

7. Supervise clerical staff vAio 

type correqpondoice, r^rts, stc. 
answer phones 
sort and route mail 
maintain files and records 
input and maintain payroll data 

8. Maintain an awareness of the current and planned information and 
service needs of the user ccmnunity 

9. Assess future needs and develop long-range plans 

10. Recamend new activltles/pcogrants v/tim i^jpcopriate 
Financial Managanent 

11. Supervise the preparation of operating and capital budgets, both 
short- and long-term 

12. Justify the library's/library system's budgets to institutional adnin- 
Istrators 

13. Siqpervise e]f)enditure and control and operatation within the budgets 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Library Direc±or/ 
Library System Director) 



f'^ndfll rfanaoement roont't^^ 

14. EstabliEi) financial policies and procedures in keeping with the 
Institution's overall financial operaticns 

15. Supervise the establietment costs for services, if 2^rc^riate 

16. Supervise charging for services, if t^opriate 

17. Si;pervise the dete ninaticn of the cost of in-4x>use versus contract 
processing and services 

18. Supervise the deposit of fu.ds received ty the library/library system 
Policieg and Prooednres 

19. Review and approveA^fy libraiy/library system policies as drafted 
by senior staff 

20. Present policies to institutional adninistrators for concurrence 

21. Supeivise the monitoring of estahliahed policies and guidelines 

22. Si;pervle3 the revision of policies and guidillnes as required 

23. Review and ap(8:ave/inodlf^ procedures reocmnended by staff 
Management of Acfaivltlep 

24. Supervise overall operation of the library/library Eysterr. 

25. C5oorainate lihrary/lihrary system activities with the Insitution 

26. Supervise the establistxnent of work schedules to ensure adequate 
staffing of the library/library system 

27. Siqpervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 
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ACTEVmES 



SENIOR LEVEL 
(Library Director/ 

MANflGEjeir Library system Director) 

Systans analvBlg and Design 

29. Supervise the on-going systems analysis of library/library systan 
activities 

30. Review and approve/nnodify file desit^ data for library/library systen 
files 2IS reoonnended by staff 

31. Supervise efforts of senior staff to resolve problems with operation 
of automated systems, if e^iplicable 

facilities, aniiment and Supplies, and Contract Services 

32. Select and justify locations of new facilities and collections 

33. Work with arohitects and Interior desigiers to plan the overall df^sign 
and l2vout for new facilities 

34. Supervise planning for rearrangement of existing facilities 

35. Sipervise selection of furnishings for library facilities 

36. Supervise maintenance of facilities as required 

37. Review and apprcvei/taiodify staff reconmendations for acquisition of 
equipment, forms, supplies and systems 

38. Justify acquisition of selected items to institutional adnlnistrators 

39. Supervise for purchase of ag^oved items 

40. Supervise maintenance of inventory listings of furnishings and 
equipment in the libraryAibrary system 

41. Review and approve^/taodify major contract docunentation 

42. Si:qpervise in-house management of contract activity 

43. Supervise the evaluation of ccmtractors' performance 
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SENIOR LEVQi 
(Libraxy Director/ 
Library System Director) 



44. 

45. 

46. 
47. 
48. 

49. 

50. 
51. 

52. 

53. 

54. 

55. 
56. 

57. 
58. 
59. 



nnel Manaaanent and Staff Dwelopnent 

Si^rvise staff review of staffing and work loads to ensure that 
enployees are properly utilized 

Review/prepare final version of job descriptions for senior staff of 
library/library system and for staff in the director's office 

Request and justify new positions 

Si^rvise staff recruitment 2ifter staffing requests are proved 

Interview and select candidates for senior staff positions and for 
director's staff 



Qisure that new staff receive proper orientatim and on-the-job 
training 

Review personnel records of senior and director's staff 

Approve/modify performance standards as developed by senior and 
director's staff 



Prepare written performance evaluations for senior and director's 
staff 

Conduct conferences with individual members of senior and director's 
staff to discuss performance evaluations and other matters as 
appreciate 

Suggest ways in %rt)ich Individual members of senior and director's 
staff may improve performance md/ot become eligible for promotion 

^rove library-fmded training for senior and director's staff 

Review/prepare documentation for awards, grievance actitms, 
separations, etc. 

Present awards 

Discipline senior and director's staff as required 

Oonduct exit interviews with senior and director's staff and other 
staff, as appropriate 
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ACTIVITIES 



(Libraiy DLrecL^^r/ 

NANAGEMEMT Libraiy Systan Director) 



Personnel Managanent and Staff Develoanent foonii'd^ 

60. i^rove leave for senior and director's staff 

61. i^rove vacation schedules for senior and director's staff 
OoimunicationB 

62. Attend staff meeting of senior institution staff as the representa- 
tive of the libraryAitvazy Eystem 

63. Ocxiduct steiff meetings of senior and director's staff 

64. Bisure that ocnnunication is maintained within the library/library 
system so that staff will know trtat is h^ipening in the library, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

65. EstahliGh and maintain good working relationships within the library/ 
library system and i^thin the sponsoring institution 

66. Make preliminary eurrangements for cooperative efforts with other 
libraries/library systems an<Vor with library/bibliographic networks 

67. Represent the library/library eystem or desigiate representative (s) 
for joint projects with other libraries/library systems an^/or with 
library/bibliogre^ic networks 

Marketing anA Piihl in PoinHma 

68. Market the lit^aiy/libraiy systan and its services to hi^er level 
institutional adninistrators 

69. Supervise the marketing of the library/library system and its services 
to the user connunity 

70. Establidi and maintain good working relationdiips with librarians from 
other libraries/systeme^etworks 

71. Connunicate with other libraries/systems/networks regarding any 
difficulties associated with cooperative activities 

72. JoiiVparticipate in forming libraiy networks/consortia and sipport 
network goals and activities 
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ACTIVITIES 



SEMIOR LEVEL 
(Library Director/ 

MftNftGEMEOT Library System Director) 



Marketing and Public Relations foont'd^ 

73. Receive official visitors to the library/library system 

74. Supervise arrangements for overviews/tours of the library/library 
system 

75. Sipecvise the coordination of the production of publications/informa- 
tion products by library/library system 

76. Bisure that docuonents describing the library/library system and itF 
policies and procedures are up-'to-date 

77. ApprcveAtodify/reoGnmend arrangements for adt^ertisement, publication, 
and distribution of documents/information products produced by 
libreuy/library systeni 

Research and Deyelopnenli 

78. Identify an^^oi review problem areas related to the library' s/liteary 
system's activities/c^jectives which require further study 

79. Review, zqpprove/nnodify in-house or oc»itract studies of the prc^lem 
areas 

80. Review and approv^/^ify evaluations by senior stafi of studies' 
reconnendations 

82. ^rove and supervise ixnplementation of new programs/procedures as 
apprc^riate 
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MANAGEMENT SSOOR LEVEL 



BfiRir KnTiwIfilTf 

*** kmrledge related to liteacy, naKacy, m—iiIi wl Uiiii. etc. 

aibject kncwledje 

* knowledge of the primary subject field of users served ^e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Library Information Science Khowledge (Generic) 

*** kunrledge of definition, stiucture, and fonats of infonation 
*** knowledge oC alternative m yumii m to tSie OEgonisaticn of infoEBOtion 
*** knowledge of alternative approaches to retrieval of nanagcnent 
infonwitiflp 

*** knowledge of alteraative agptoadbBB to infoaation ■■■iijinil 
*** knowle^ of available and ff rjinrj inConaticn tednologies and their 
an>1 ioafricns 

** knowledge of coqileted and ongoing reeeazcb in the field and its 
affdioabllity to pcar^ioe 
knowledge of career OHonm itieB 
** knowlec^ of bow to learn on an onqping banis 

Khwledoe about Information work envirormentB 



knowledge of the expanding infonation ooanunity, its participant;* and 
their interrela t i on a h i p s (social, eoononic, tecteioal, etc.) 
** knowledge of the variety of work settincn and their ocganinticnal 



** knowledge of the fonctlonff perf oned within the various wock settings 
and the servioas and products offered 

** knowledge of the users of the servioas and pcodocts, their character- 
istics and infionatifln habits 

Khwledoe of what work la done 



*** knowledge of the Mnagessnt fmetion, the range of services and 
pcodncts offered (both actual and potential) 
knowledge of the activitias that are required to offer the services and 



knowledge of the various resooroas tfaat are necesaary to sKnort the 
activities 

knowledge of ■wwyi—il tools and sonroes of inforMtion 



knowledge of ■wuHfiwiml Mthods and tmtnlqnas 

Id how it 01 



knowledge of pnrfnisnirifi ^^t'Ttt i l and how it oan be 
knowledge of job ri%iciMriM1ttiss and working conditions (0.9., range 
of dntiee, probable ompwwwttan, benefits, etc.) 
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MANAGQIQir SQUOR LEVEL 



Biowledae of hcv to do work 

*** knowledge oC taoif to perfcm the various activitleB 
** knovledgeof bow to use the BanagaKnt tocds and aouioes of ■anagenent 
infonatlon 

*** knowledge oC how to a gdy the ■annjcmm aetfaodB and techniques 
** knowledge cC peraonMl imoedaces 

** knowle^ oC the cperaticns of other wfcHms In the litcazy and how 
tbt^ related to MnagaMnt 

* knowledge of wmllahLe wndor-«iplied s^^^ten, sesvioes and products 

to aiiiport aanagoMnt 

* knowledge of the contracting process, both In goieral and within the 



knowledge of evaluation nethods and tednigues to evaluate systens, 
services and products 

* knowledge of pi±OLic reilations tadnignes 

* knowledge of statisti c al description, analysis, interpretation and 
presentatixn 

tamrledge of the costs aswnniated with library resources Onterials, 
personnel, qpaoe, ebc») 

* knowledge of cost analysis and interpretation aethodB 
knowledge of netfaodB of r eso u rce allocation 

knowledge of stanAuds, wasures and nethods for evaluating personnel 
** knowle^ of alternative Bnnaij€«utl structures and their i^pLioations 

for the operation of the library 
** state-of -Hlie-art knowledge of library research and practice 

KhOtfledoe of the Inatltutlon served and Its library 

*** knowledge of the Mission, goals and objectives of the institution 



*3iowledge of the structure of the institution and the role of the 
library within the institution 
*** knowledge of the various pco gra a w offered and key personnel within the 
institution 

*** taxMledge of the p olicies and procedures relevant to the libraiy 

*** knowledge of the various resources anmilable within the library (e.g., 

per s o n nel, equ^Mnt, etc*) 
*** knowledge of tte users* inforsation needs and requirseents 
** knowle^ of the collection, and of related collections 
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NANMSNENT SWIGR LEVEL 



Bank Knwlgii? 

* knarledge related to lltezacy, naeracy, ooHiilotttions, etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, nuslcr etc.) 

Ubrary & Information Science Khwledge (Generic) 

** knowledge oC definition, atcucture, and foxMts oC inCooHtcion 
** knowledie of altenntive afi^oacfaes to tbe ozgeniation of inf onatlcn 
** knowledge of altexnative iqpproacfaes to retrieval of nanagcaent 
Infonatlon 

** knowledge of altenntive qppcorctes to inf onation maijif nt 
*** knowle^ of anmilable and wwi-qimj infooBtion tednologieB and their 
applloBtions 

** knowledge of ofspLeted and ongoing research in the field and its 
iqplioability to practice 
knowledge of career OKxntinitieB 
knowledge of how to leaxn on an ongoing basis 

Knowledge about information work enyiroimentB 

** knowledge of tbe eipmdlnj infonation i irmlty, its participants and 
their interrelationflhips (social, eocnoadc, tecfcnlcal, etc.) 

** knowledge of tbt variety of work settings and their ocganlxaticnal 
structures 

** knowledge of tbe functions parf ooaed within the various wrack settings 

and tbe services and pcodbcts offered 
** knowledge of the users of the services and pcodicts, tiieir character^ 

istics and infozaation habits 

Knowledge of what work la done 

** knowledge of the ■anageaent fmction, tbe range of senrioes and 
products offered (both aotjwl and potential) 
knowledge of the activities that are required to offer the services and 

** knowledge of tbe various resouroas that are necessary to sqpport the 
activities 

* knowledge of aanageMnt toola and souroas of InfooBtion 
** knowledge of aanagaBSit ■cthods and tednlqiues 

** knowledge of perfooanoe amartred and bow it can be aaaaurod 

* knowle^ of job reaponsibilitlas and working ^iditlcns (e.g., range 

of duties, probable ooapcnsation, btnefits, etc.) 
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MMJAGQlOn' SENIOR LEVEL 



Ihtwledae of hotf to do work 

** knovledge of bov to perfom tbi. various activities 

* knovle^eof bow to ose tbe unngapent tools and sources of 

infioKsation 

* knowlsdge sf how to aipLy tbe aanageamt aetbods and tedniques 
** kn oi fle dri e of persomel ppx ed uc e s 

* knowled^ of the opemflcns of other sections in the libcaxy and bow 

thqr rt^^^ed to ssnajwifiil 
knowled^ amilabLe vcndar-si:(plied systcns, servius and prodbcts 
to aqsnrt Banageaant 

* knowledge of the contracting process, both in general and wi.. 3n tbe 

organixBtion 

** knowle&itf of evaluation aetbodB and tedniques to evaluate ssfstcae, 
services and prodx±s 

* knowledge of pdblic relations tednigues 

* knwl edge o f statistical description, analysis, interpretation and 

** kno wledge o f the costs associated with lifacaiy resources Outerlals, 

p e r so nn el, 4|paoe» etc*) 
** knowledge of cost aradyeis and interpretation BetLuds 
** knowle^ of BethodB of resource allocation 

*♦ knowle^ of standerC* aeaaures and aetbodB for evaluating personnel 
** knowledge of alternative s w i wt i joMii i structures and their iafaioafclons 

for tbe qp wflt lon of 'die lifacaiy 
•* state-of-tbe-«rt knowledge of library research and c«cactioe 

KhOtfledae of the inatltuticn aerved Its library 
** knowlulgo of the aission, goals and objectives «af tbe institution 



** knowledge of the structure the institution and tbe role of tbe 
llbcuy within the institution 

* knnrledge of the variosns progms offered and key pnrscnnd within tbe 

knowledge of the pdicies and Kcocedires relevant to the library 

* kno^led^eof the variora resources awailafale within tbt library (e.g., 

pe r so nn ei., egoiiaent, etc»r 
** knowledge of the users* infoaution needs and reguireaosts 
» knowledge of the collection, and of related collections 
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MANAGEMENT SQUOR LEVEL 



Basic acllla 

*** litency, naezacy, oogpoitive, analytical, umiiIiiiI Imii, etc. 

.qcniB iiAlii»A«^ to Specific Activities 

Ability tot 

* perfoxro SBSik activi^ 
**♦ wH-ahllHh ttfpott with noen and ooUeagiies 
*** iiMiikuli veil writtaor vectel and nan-^Fecfcal ■eans 
** oondoct an Intaiviar 

**♦ oondoct ■anHnjp vltii Individoals and gnxve 
** collect, asmUgwe and intnprat data 

*** aake decisions and imsntilil liiiii based on anradUUdble infonation 
*** sqpenriae staff 

** wKk independently and in gsaqps 

** develop criteria for evaluation 

Ability to: 

*** sake effective, tlaely, and well-infoiBed decisions 

*** isolate and define praUcBS and develop the neoessaiy crJ*:eria and 

act io n for their solution 
M* aanage tiae effectively 

Skills Related to Bich Specific Activity 
Ability to: 

*** peroeive Ite needs of the oi^niation and not just the llbraxy 
*** anticipate long-xange needs of libnuy 

design Qfstcsf* and proosdutes to ispcove libra ty operatiops 

arbitrate and wwjnt'liit^^ 
*** apply nethods of ■wiwirHut and svaluBtion 
*** budoet and sake projections 

optLdae the i»e of lifacaiy resoovoes 



ERIC 



167 

117 



MORE VB6US UBS DK iaiMir 
n HE fDIIBB 



168 



MANAGEMOn SENIOR LEVEL 



Basic Skills 

** llteEBcy, naeiacy, cx^iitive, analytlcaly ooauiicationsy etc. 

ffHIIP Mntfifl t9 ftrrlflc Activities 
Ability to: 

* perform each activity 

»wl-«KI1flh nqppoit witL naecs and coUL^agiies 

H—iili III! well by written* vectal and non-i^eital Beans 

* c(^Wilc^ an inLecvlcw 

* conAict firtrlnaB with IndividaBls and gzoopB 
coUectf analyse and inLexpceL data 

* aake decialcnB and miniilil based cn available inConation 

* aifiecvlse flba£f 

* wock IndqpcndBntly and in gfoopt^ 
develop criteria for evalmtian 

Ability to: 

* aake effective, tiaely, and well-lnfoned decisioDQ 

* itiolate and define pnULcns and develop the neoeeaaiy criteria and 

action for tlieir aolution 

* oanage tiae c£f ectiirely 

Skills Related to E^ch Spe cific Activity 
Ability to: 

perceive tlie needs of tlie on^nisation and not just the lifataiy 
anticipate Iflng-range needs of litMOky 

* desigii syateas and pnxaedares to iaprave library operations 
arbitrate and negotiate 

* aiply nethods of nnniirif iit and evaluation 
*♦ budget and nake projections 

optinixe th ^ use of library resouroes 
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MANM3EME3«r 



DjgXMltional Attltudeg 

Attitudes Tcwarf Tnshltutlona 

*** n e c pe cL for pcof eBBlon 

*** Beqpect for the lilxaiy 

*** liBB|>ccL for the parent organlxation 

Attlfndpfl Ttaward Other People 

Otaward nsera 

*** llBttw c t aaeiB 

* Idke peapiLe in general 

* Idke to help people 

* like to Met pec^e 

* Like to make others feel cGmfortable 
** Sensitive to others* needs 

Toward Others In the Worlcplaoe 

*** ncq p e c t co^rkers 
** like to work vith otbera/as a tean 

* Like to work on om 

*** IHllinpMSB to dEBv iixn and share knovledge and eqterienoe with 
others 

*** aifpoctive of co-norkers 

*** Bijoy nnaging/si^eicvising others 



Personal ftialltiea 




* Cheerfulness 
*** OepenftbiUtf 
** Deteadnatlatv^taiacity 

** MianS stability 
*** niimesB 

— n«KibllityAtes»*-^Uty 
** IteglnRtlon 
** Ihgpisltivcnevs 
Leadership iftxilitf 
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Personal nualltlefl tcant*6\ 



* Neatness 

* Nsed foe achiflwciiL 
Gbjactlvlty 



* OpbJida^/lKwitlve attitude 



* Physical endurance 



* Sense of fanoc 
*** Sense of etiiics 
*•* VoleEaaoe 



M-til-iiAifi Belat*^ iTohAfork/Organlzation 

Indivioual diould demonstrate: 

WtlllngpaeaB to takc/aooept cesponsibility 
imilnTwas to take initiative 
** WI I HngMWD to ceopcDd to authority, aciply and follcw policy 
** Desire to Isanv^try 
** ffillinpwss to £ail 
** wmin j MWP to ask g iw u Hon s 
Desire to work to baot of ability 
Hfq.ffniilwwiHMi to tJae oonstsBlnts 



* mUinawaB to get bonds dirty 

* MAcntion to detail 

* Wlllin9iess to do clerical tasks 
*** Desir e to folloy ^Oiroo^ 

Secvloa ocientafcion 
** OEgBniatioud. idntity 

** WilUnjwi— to pconte libcaiy and its se vices 
*** Vim of lifacaxy as patt of a larger inforaaticn aiwimanil 
** Vlflv of libmy as an ogganltaticn 
Ability to see broad picture 

Mdllty to saccif ioe efaoct-'tem Alns for lang^tem goals 
•* Rdltloal sense 

* Curiosity 

* \^riety of interests 

* Desire to gzov pstsaoally 

** Desice to gzor pcoCessionally 

*** Desiie to iwilii cormt in ipecif ic and geneod siiiject field 
— Positive attitude tOMavd job 
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Pjepositlonal Attitudes 

Attitjdes TV^ard T nstitutlons 

* neepect for pcofession 

* Respect for the Ufacazy 

* Pcc p o c t for tbe parent organization 

Attitudes Ttaward Other Peoole 
Toward DSera 

* Reepect users 

* Like people in general 
• * lake diilacen 

* Like to help people 

* Like to Beet people 

* Like to sake otbera feel ooafortahle 

* Sensitive to otbas* neecb 

Toward Others In the Whrlcplar^ 

* Reepect oo-wrkers 

* Like to work with dtbetB/aa a team 

* Like to work on om 

* WillinTiesB to dca» vpon and abare knowledge and ei^ienoe with 

oUmrs 

* supportive of oo-^rkers 

Personal Ouallties 

* Alertness 

* Assertivcness 

* Goqpassion/Undiess 

* Oonfidenoe 

* Cheerfulness 

* DqpcndUdlity 

* Deteralnatlfn^Panacity 

* DiplaHKy 

* Ikotianal stability 

* Mimeas 

* nesifaUity/ttersatUity 

* Ikaginatlon 

* UnquisitivoMBS 
r.Hii1prflh1p ability 
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Personal Qualities fcont'd) 

* Need for acfai cwa it 

* O^jactlvity 

* 0|ien-adndBdiess 

* GpfcJidai/lPKsitive atUtuae 

* Organiaticn 

* MdoBoe 

* Ftaysical endoianoe 

* Resouioeful 

* Saisltlvc/nwor^ful 

* Sense of tanor 

* Sense of ethics 

* ToleEanoe 

Attitudes Hftl**-*^ tft tTob/Work/Organlzation 
Individual should dennnstrate: 

* WimnrjBCOD to takc/aooept recixnsibiliiy 

* MUinTiess to take initiative 

* Willingaess to reqpond to authority, a^y and foUcw policy 

* Desire to leaoq/tiy 

* W]HnjiesB to £bU 

* Nillingiess to aak questions 

* Desire to work to best of ability 

* Drumnpivwifmi to tiae constraints 

* hoaoaty 

* Willingiess to get hands dirty 

* Willingiess to do clerical tcisks 

* Drndre to fdUoiMiiroag^ 

* Service orientation 

** Killingpess to pcoaote libcaiy and its services 

** View of lihcaqr as part of a larger infocsation cnvironoent 

* Vim of lihcaiy as an orgmlwUcn 

* ilbility to are broad picbire 

* JIbility to aacrif ioe Aoct-^ciB gains for lon9H:en goals 
** Bolitioal sense 

* cariosity 

* ^iety of interests 

* Desire to grow personally 

* Desire to grow pcofeasionally 

* Desire to reaain cnrront in apedLf ic and gmeral siiyject field 

* Positive attitude toward job 



122 175 



ACMDENIC LIBRMtIM QDmTBXlES 



ACTIVITIES 



MinKEMCE EUCRY LEVEL 



Solicited Searches 

!• Interview users to evaluate information requirements, and determine 
budgetary and time ocnstraints, etc. 

2. Ooinsel users on specifying information requirenents 

3. Develop and implement strategy for obtaining, evaluating, and 
packaging information and data to meet osers' needs 

4. Select searcdi methods (e.g., online ea\d/oz manual) 

5. Determine appropriate source (e.g., databases, printed publications, 
es^rts, etc.) 

6. Conduct searches, using proper subject terms for sources selected 

7. Review retrieval output for relevancy 

8. Provide information for users in the form of references or source 
docunents 

9. Translate titles snd abstracts 

10. Refer users to hi^^er-level reference staff, as appropriate 

11. Refer users to other information services, as appropriate 

12. Answer read/ reference questions 

13. Instruct users iii reference n iiods, sources, seivices and policies 

14. Alert users to non-j-rlnt and in-iwuse deve3.oped sources of information 
15 Perform bibliographic verification as required 

16. ReconnenJ acquisition of materials for the reference and general 
colleclions 

J". Reccronend m.aterials/data for inclusion in reference source files 
(vertical file; in-house indexes) 

18. Supervise orderly maintenance of the reference room and re-shelving/ 
re-filing of reference materials 
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ACTIVITIES 



RBPERSCE EKEBY LEVEL 



Other tcant^d) 

19. Maintain a record of reference searching statistics 

20. Maintain a record of financial data (funds received in pajyinent for 
cc^iputerized retrieval, packaged literature searches and other 
products, or services for ^idi charging may be authorized) • 

21. Conduct library business by phone, ^en s^ropriate 
22« Write memos and letters, as required 

22. Prepare an information package for users to describe reference 
services and policies 

24. Prepare manuals of procedures 

25. Make reccninendations to the sectior/branch manager for improvemeit in 
operations of the sectic»v/bi:^^ ^d for improvement in services to 
users 

26. Attend and participate in staff meetings 

27. Provide an oveivie^ of the operations of the unit/section/brand) to 
visitors, as requested 

28. Supervise tedmicians, paraprofessioned staff and student workers 

29. Work to develop "esprit de corps" among staff si^rvised 

30. Assist section/brancl) manager in writing job desertions for self and 
for staff supervised 

31. Assist sectioix/branch manager in developing performance standards for 
self and for staff supervised 

32. Assist manager in the review and performance (bV^Jliation of staff 
supervised 

33. Assist in the selection of new tedinicians and par^rof^sionals 

34. Ke^ abreast of new and changing reference sources, services and tools 

35. Keep abreast of new and developing technologies applicable to 
reference searching 
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ACTIVITIES 



Other /cont'd^ 

3o. Attend professional ine»?tings and pregeae reports for dissemi. 4tion to 
staff 

-7. Develop professional contacts both within and outside the library 

RhrERENCE MID LEVEL 

Solicited Sea^c^les 

38. Perfonn more coni^lex searches 

39. Provide additional information for users (e.g. in the form of critical 
annotations, abstracts, analytical reports, etc.) 

IhsQliciiied Saarchee 

40. Assisir in '5«/eioping broad-scope, Published literature searches with 
escecutive analyses, resulting from anticipation and recogiition of 
information need? of the user connunity 

41. Identify topics and develop search strategies 

42. Conduct searches 

43. Evaluate search results 

44. Prepare searches for publicatioi 

45. Distribute published literature seardies 
Othey 

46. Organize and maintain reference source files (vertical file, in-house 
indexes) 

47. Schedule and siperv'se eh **' readi.ig of the reference collection 

48. Make r^relJniinary selection o£ forms and/or develop draft record 
formats for all reference files and operations 

49. Identify and evaluate cannercially available information sc /ices 
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MJUVITIES 



REPERQICE MID LEVEL 

Other .ccMit^d^ 

"^0. Assess performance of existing equlpment/systens/servioes used in 
reference and investigate capabilities of other equipRWit/systans/ 
services 

51c Keconmend acquisition of neM/additicnal equipnient/systcms/services 

52. Train staff in operation and in-house maintenance of equipnei/y 
sv?tems/services 

53. Supervise in-*ouse operation and maintenance of equipment/systems/ 
services 

54. Gather information for maintenance cc»itracts on eguipnent/systens 

55. Draft statarients of work for ccxitract proposals for services, systems, 
^aguipment an6/ot malntenanw^ 

Evaluate contractors' proposals 

57. Train and supervise entry level staff 

58. Assist in the selection of new professional staff 

59. write articles for professional joumal£/ne;K;sletters, i^en appropriate 



REITIRENCE SENIOR LEVEL 

Solicited Searcheg 

60. Review solicited searches performed by others and suggest additional 
search strategies as appropriate 

61. Refer users to subject e3q)erts in the area, if agpi >priate 
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AcnvmES 



REFEREMCE SENIOR LEVEL 



ttisollcited Sriarrfies 

62. Rarlew msollclted searches performed by others and suggest additional 
seardi strategies as appropriate 

63. Prer^te executive analyses for published searches 

64. Arrwge for publication 

65. Develop a public relations strategy for marketing the publication 

66. Develop dlstributlcm list 

67. Develop announcement of publication 

68. Function as a technical espert in all matters relating to reference 
service 

69. Interact with colleagues and subject experts In Identifying 
unreoorded/unindexed sources of information ana data, and report to 
staff 

70. Review and weed the reference collection on a regular basis 

71. Revlet? and weed reference source files on a r eg Jar basis 

72. Work vlth departmental/^>eclal collection librarians, interllbrary 
loan and selection staff vienibers to analyze library resources in the 
area and to make reconimendatlons concerning the degree to which 
duplication of reference collections should occur 

73. work with departmental/special collection librarians, selection staff, 
and faculty advisory groups to ccnpile lists of reference bodes and 
standard works vAiich ocnpr; je a basic collection in each major sii>ject 
area. New editicns of these materials are acquired lAien perished 

74. Work with and departmental/special oollectlm librarians, selection 
staff to select materials for departmental/special oollec*:lon8 

75. Draft reference service proced .«s and policies; draft revisions as 
required 

76. Flowchart and document reference service procedures 
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ACXIVITIES 



SENIOR LEVEL 

Other foont'd^ 

77. Asti-st section/branch manager in on-going pvstems anadysis of the 
section/branch 

78. Analyze statistics and prepare draft statistical reports 
7S. Develop charging strategies 

80. Analyze financial data and prepare dreift financial reports 

81. Handle d^sit of fmds/assessment of charges 

82. Supervise aiid level staff 

83. Participate in ooinnittees to determine faculty status/tjoiure, as 
required 

84. Functioi as secticrv/br^nch manager in his/her absence 
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BSENnAL VB6DS DESZKIEUB 
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KNOHLHXZ 



SQ-ERBCE QITSY I£VQi 

*** knovledge related to litecacy, nmetacyf ovuiioBtiaiB, etc. 

Subject k ncwledpe 

* knowledge of the priaaiy subject field of nsers served (e.g., 
liteiatnie, 10810, etc.) 

** knowledge of f oreicpi languages 

Library t Infoi?%^«iion SrAtmr^ Bhfflflfffal* (Generic) 

* knoirledge oC dwr -nltlm, sbra^tiire, ma foonts of Infonatlon 

** knovle^ of alteoMtive afpcoactaes to the ocispiiatian of infooBtlon 
** knoirle^ of alteniative aBpcoaciies to retrieval of Infonation 

* knowledge of alternative «^roacbes to information management 
knowledge of available and emerging information technologies and their 

i^lications 

** knowledge of ccmEdeted and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

* knovledge of hnr to leam ca an ongoing basis 

Biowledoc about infotmation work grr-yiromentfl 

* knowledge of the eapandlr^ information oGnmnity, its participants and 

their interrelationships (social, economic, technical^ etc.) 

* knowledge of the variety of work settles and their organizational 

structures 

* knowledge the functions perfonned within the various work settings 

and the services and products offered 

* knavledge of the awts of the eendoes and ^odocU, their cbBractec- 

istlcs and Infoxmation habits 

Rigvledae of what work is done 

knoirledge of tbe uti m us t tnctiat^ 'ct» onge of aetvloeB and products 
offered (both and ootanfial) 

* knowledge of the activities that are required to offer the sarrloeB and 
pcoduoe tbe peodDcts 

* inotfle^ of the ^pasioiis caaonroer tbat arc nsri— ly to aofpoct tiie 
activities 

knoidaage of lefanno^catesa) toola and aooccis of Infonation 
knoirla^gia of caftono^rafim* i Mtfaods and tarfiniqnia 

* knoidedga of pt 'toamoB SMctel and fasv it om be iwawMi eil 

* kooNladge of job wmmalbilltiai Mid imJaiq conflttiona (e.9., range 
of dtaUaa, pcoMble or^^itlfln, bansfita, otc.) 



erIc "'is^ 



JSOMJBDGB 



RHS®JCP BJray LEVEL 

Khowledae of ho to ilo work 

*** knovledge of bov to perfca the vazicm activities 

*** knowle^ of boir to use the lefecencae/refernd and ofcbec aomoes 

*** knovledge of bar to affly the ref eccnoc/ce£ecial aetbods and tectniques 

* knowledge of personnel j^ooedures 

Biowledoe of the instituhltn eetvgd and Its Hhrarv 

* knovledgie of the aisBionf goals and objectives oC the institution 



* knorladge of tbe structure of tbe institution and tbe role of tbe 

libnuy within tbe Institution 

* knowledge of the various programs offered and key personnel within the 

institution 

*** knowledge of tbe poUciee and procedures relevant to tbe libtaxy 

knowledge of tbe various resouroas available within tbe library (e.g., 
eI. equipaentr etc.) 



*** knowledge of tbe users* infonation needs and rttjnJxeBsnts 
*** knowledge of tbe coll e c t inPf and of related ooUections 



RS'fiRQO HID LEVEL 



*** greater depths of knowledge apecified 

' ' knowledge of tbe operations of other sections in the librazy and how 
tb^ rdate to reference 

* knowle^ of available vendor-eifplied aysteasr oezvioes and products 
to siCTort reference 

* knwledge of the contracting process, both in general and within the 
organization 

* knowledge of amluation actboda and teulnigues evalvite syston, 
secvioes and products 

* knowledge of public relations techniques 



REFERQO SQUOR LEVEL 



*** greater depths of knofledge q^if led atxive 

* knovledge of statistical description, analysis, inteiptetatlon and 

pccsMitat Ion 

** knowledge of the costs aswnrliifred vlth Ubcaxy reeooroes (BBterlals, 
personnelf wptottf flfcc*) 

* knovledge of cost analy&is and lafcerpcetation MlhodD 

* knovledge of uttiodn oC resource allocation 

*** knovledge of standuds, aeaanres and ft-hodp for eralnating personnel 

* knovle^ oC alternative ■wwjMml stmctnres and tbeir fn>11mtiflns 

for tiie o perat ion of tiie llhcaiy 
** state-of •'tiie-art knovledge of llbrazy researcb and practice 
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KKMiHXZ 



Rff J3RENCE Wna LEVEL 



** knovledge idated to lltecacy, nmemy, fwmlmtlcps, etc. 

aibiect kntwleaye 

•* knovledge of tlie prlaaxy 8id>ject field of users senred (e.g., 
litecatuie, ansic, etc.) 

* knovledge oC focelgpi Im j amj f u 

Library ft Tnfotmafcion Srjmffg mfflflftjgff (Generic) 

** knoirledge of def initial, otmcfcure, and fcnaats of Infbxaatlcn 
•** knovledgpe of altenative aH pcoadhes to the otgrnlz^tim of infoiMtion 
*** knovledie of altemsti^ a g«oaciie B to retrieval of infoontion 
^ knowledgfe of alternative aB w m adw B to infonBticn ■■imjiiiil 
*** knowle^ of anpallafale and efrglraj Infomotlon tectodogi^^ and their 
appLicBticns 

** knowledge of co^fleted and ongoing research In the field and its 
mnHoHhilitY to pcactioe 

* knowledge of career ofportmities 

** knowlec^ of bow v > learn on an ongoing basis 

Kftcwledoe about Information work e wlrotmentg 

•* knowledge of the ei^endlng inforsation ooanity, its participants and 

their interrelafionahlpB (social, eoononic, tednioal, etc.) 
•* knowledge of the variety of rorfc settings and their cvganiaaticnal 



•* knowledge of the finctlons p er fbo M d within the vorions work settings 

and the servioes and pcoidDcts offered 
** knowledge of the users of the servioes and pcodtacts, their oteracter- 

istics and infonation habits 

Khowledae of what work 1b done 



•* knowledge of the referenoe finction, the range of servioes and products 

offered (both actual and potential) 
* knowledge of the activities that are required to cf€er the servloeB and 



* knowledge of the various resonroeB that are necessaiy to omort the 
a^vities 

knowledge of cafteooi/raferaa tools and aonvoas of infonration 
•* knowlee^ of r e fe reno^reftoeal aethoda and teriwtqneB 

knowledge of p ei ftoi Mnoe enacted and how it cm be Maanred 
•* knowledge of job reaponeibilitiea and workirig conditions (e.g., range 
of duties, pcdbaUe co^enoation, benefits, etc.) 
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REFERiiMCE 



ENTRY LEVEL 



Khonyledae of how to do work 

** knovledge of Ixw to pecfom the various activities 

** knovledge of bov to use tbe tefereno^refercal s J otiwr aoucoes 

** knorle^ of bov to afply the r<^f eraioe/ref erial aetludB and tednigues 

* knowledge otJ pecaonDel pnxsedbres 

Khoifledae of the InBtlttition served and Its library 
** knowledge of the aissionr goals and objectives of the institution 

** knowledge of the atcncture of the institution and the cole of the 

libraiy within the institution 
** knowledge of the vacious t it oijiM' offered and key personnel within the 

institoticn 

* knowledge of the poUcies and procedures rd.evant to the library 

** knowledge of tiie various resources available witiiin the libraiy (e.g.» 

personndf e^piipnentf etc*) 
** knowledge of the users* infonation needs and ragoireBents 
** knowledge of the ooUectlonr and of redated ooilections 



RSmiO HCD LEVEL 



* greater d^ths of knowledge specified above 

** knowledge of the operations of other sections in the libraiy and how 

they rdate to reference 
** knowle^ of availafaSLe vcndor-sifiplied syBteasr services and pcodotta 

to siiiport i^erenoe 

* knowledge of tbe contracting processr both in genonl and within the 

organintion 

** knowledge of evaluation BeandB and tedniquee to evaluate eysteasr 

services and products 
** knowledge of pvblic relations techniques 



o 
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REFERENCE SQIIOR LEVEL 

* greater deptfae of knowledge ispeclf leci above 

*** knq fledge o ff statistical description, analysis, interjretation and 
preBCP*.aLion 

** knovledgeoC tbe costs awsociatfd with libcaiy reBOuroes (nterials, 

personnel, qpaoe, etc.) 
** knovledge off cost analysis and iofcecpcetation Mtbodb 
** knovle^ of Betfaods cf resouroe aUooBtion 

** knovledge of stanAuds, ■nsores and ■ettods for evalustiCig persomd 
** knovledge of alternative ■■w c|f cnl structures and tbeir judications 
for tlie opwation of tbe liixaiy 

* state-of -^tfae-art knowledge of library researcfa and practice 
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REFERENCE WT'^ LEVEL 

Basic SkiJ,l8 

*** litecacy, iweiacy, oo^iltlve, analytical, nr—nlonl lonn, etc, 

iibility to: 

* pecfom flBdi activity 

*** establ'jBb zqpport with usees and colleagues 
** ooBunicBte well ty written, verbal and non-ireital onans 
*** oasdbct an interview 

conduct meetings with individuals and groups 

* collect, analyze and Interpret data 

■ake daclaions and ifMiniiTtil limi based on available inf omtiGn 

* supervise staff 

* work indeicndently and in groi^ 

* develop criteria for evaluation 

Ability to: 

* make effective, timely, and wel^-infoimed decisions 

* iaolcte and define pcoUeBS mL develop tbe necessary criteria «fiid 

action for tfaeir aoluticsi 

* aanage tiae eff ectivtiLy 



REFERENCE HID LEVEL 

Skills Related to adh Specific Agtivitv 

*** acills liBted above are developed to a greater eitent 

Ability to: 

* perceive the needs of tftft (xganiation and not just the lil)cary 

* anticipate long-EBnge needs of library 

* design systenss and procedures to luprovc library operations 

* arbitrate and negotiate 
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REFERENCE SENIOR LEVEL 

dkiUs listed atxive are developed to a greater extent 

Ability to: 

*** Bggly wthods of Mafluroent and ewduation 

budget and aake j^rojections 
*** optiaixe the use of library resources 
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SKUAS 



REFERENCE WTRI LEVEL 



Basic Sklllfl 

** literacy, nuKracyf Cu^tive, analytloalf OGMunioationSf etc. 

SKIIlR Rfilated to %)eclflc Activities 
Ability to: 

* perf om sadi activity 

** ffltahUflh agBott with users and OQUeagues 

** UMnU iilf ymH fay written, veEfaal and nGn-vettal seans 

** oondoct an inteEvieiy 

* condjct acctingo with individuals and groqps 

* collect, analyse and intecpcet data 

* nake dw?lBl<ng and km— millions based on available inf oraation 

* si^pecvise staff 

* work indepoidently and in groi](is 

* develop criteria for evaluation 

Ability to; 

** aake effective, tiady, and well-inf onaed decisions 

** isolate and define ptoUens and develop the necessary criteria and 

action for their solution 
** aanage tine eff ectivdy 



REFERENCE MID LEVEL 



flrnifi PPlated to E&ch Specific Activity 
** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not jviit the library 
** anticipate long-range needs of libtary 
** desi9i Sfstcns and pnceAires to ii^xove libLT;:rsr operations 
* arbitrate and negotiate 
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RHBRBO SHJIOR LEVEL 

** adllB listed above are developecl to a greater e9±ent 
Ability to: 



anply ■etliodB of Tnnnr<»uil and evalnation 
budget and aake projections 
opttslw* the use oC library resources 
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REFERENCE 



DiEgx>Blt:lon al Attitudes 

Attitudes Ttoward Tn«t<HiHnns 

** IteG p oO. for pcodteBBlcn 
•* Iton p o c L for the libcaiy 
* Respect for tte parent organization 

Attitudea Ttawarf Other People 

Toward Pserg 

* Ulce^peapLe in general 
*** Like to help people 

* Like to aeet peo^e 

* Like to Mke oUiers feel ocafortable 
** Sensitive to otfaers* needs 

Toward Others in the Workplace 

** n e o p o c t oo-woEkers 

* Like to work with otfaerq/'as a teas 

* Like to work on cm 

*** WHlingpees to draw i^on and efaare knowledge and esperioioe with 
others 

** a^portive of co-workers 

* Qijoy nanaglng/si^cviBing others 



Personal ftiaHfr^Pp 

Alertness 
** Assertiveness 

* Ccn^asp'ioivKindiess 

* Oonfitaioe 

* OieecfuLiesB 
*** DqpendrtkiUty 

** Detendnaticq/taiacity 
•* Diplfwary 

* Bvtianal stMxUity 

* Ihimess 

** FlezibilityAteBBtility 

* Itagination 

* IhgaisitivcnesB 

** Leadership ability 
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NFEBSCE 



Personal nualltlee lcmt*A\ 

* Neatness 

* Need for achievement 
••Objectivity 

•• OpaMd n deaieBs 

* G^fciaia^tesitive attitude 

* Qrgpmixation 
*♦ Baftittoe 

* Physical endurance 



• Sensitivci/ttioo^itful 

* Sense of hunor 
*• Sense of ethics 



Attitudes Related to .TobAfork/Organlr-atinn 
Individual diould demor itrate: 

••* fCLllinpieaB to takVoooept rggponaibility 

• HLUingneas to take initiative 

• WHlingneas to reqpond to autbority, tp^y and foUow policy 
** Desire to leanVtry 

• ffillin^was to fail 

••• WLllin^ieaB to aak <ii»bH<wb 
♦* Desire to work to best of ability 
" ReqponsivmeBB to tiae oonstnints 



millngpMBB to get hands dirty 
•• Attention to detail 
** Willingness to do clerical tasks 
** Desire to fbUor-tiiroa^ 
••• Senrloe ocienfcaticn 

Organizational identity 

* i mnnjMWB to pconte lifacaiy and Its sendees 

** View of library as part of a larger inCorantion c uwiiq»BiL 

* View of library as m organixation 

* Ability to see broad picture 

Ability to sacrifice flboct-teni gains for laog-^em goals 

* Political sense 

* OOriosity 

* \^riety of interests 

* Desire to grow personally 

* Desire to gcoir pcateaiaially 

* Desire to iwiiiln currait in specific and general siiriect field 
•• FoBitive attitude toiiatd job 
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REFERENCE 



Dispositional Ahtituoefi 

Attitudes Itoward Institutions 

* Respect for pcaf eBsion 

* Respect for the lUxazy 

* Respect for the parent organizaticn 

Attitudes "Poward Othpr Pfnpip 
Toward DsPFg 

* Respect users 

* Like people in general 

* Like to help people 

* Like to meet people 

* Like to aake others feel coaf oztahle 

* Sensitive to others* needs 

Toward Others i n the Workplace 

* Respect oo-worfcers 

** Like to work with others/as a teen 

* Like to work on am 

** Willingiess to draw upon and stare knowledge and emerienoe with 
others 

* a^portive of oo-iiorkers 

* Bi joy ■anaging/scpervislng others 



* Alertness 

* Assertiveneas 

* Oaqpassio^/Undhess 

* Cbeerfulnees 

* OependdsiUty 

* DetendnationAienacity 

* D^plCBBCy 

* te>tional stabUity 

* rmlmf nn 

* Fl«slfaUity/^SBtility 

* Pagination 

* Xnguiaitiveness 

* Leadership atilitY 
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REFERENCE 



Personal Qualities (conVa\ 

* Neatness 

* Need for actil cwo a ai t 

* Gbjectivity 

* Gipen-alndedBess 

* npt-falf^/^oeltive attitude 

* Qr^nixation 

* BBtienoe 
** Resoaroefiil 

* Senaitivci/lbougtitful 

* Sense of hiaor 

* Sense of ethics 

* Voleranoe 

Attitudes Related to JobAfork/Organizatlon 
Individual should demonstrate: 

* liiUingpess to 'cakc/acxsept reeponsibility 
** wmin^ieBS to take initiative 

* Willingness to respond to authority, ag^ly and follow policy 

* Desire to leacq/txy 

* Ilillin9iess to tail 

* WillingMSs to ask questions 

* Desire to work to best of ability 
^ RfisponsivaMss to tiae ocnstraints 

* Accuracy 

* NillingMSS to get hands dirty 

* Attention to detail 

* milinTMss to do clerical tasks 

* Desire to foUow^thrOugb 

* Service orientation 

* Organiational identity 

* llillin9ieBB to pcoBOte lifacary and its services 

** View of library as part of a larger infoiaation environnent 

* Viflv of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-tea gains for long-^tem goals 

* Folitioal sense 

* C9uriosity 

* ^iety of interests 

** Desire to grow pKSonally 
** Desire to grow prof essicnally 

* Desire to reaain current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



SERIALS ODUnCL EMERY LEVEL 



Verification and Ordering 

1. Receive citations for selected serials/numbered series from the 
acquisitions section/branch 

2. Receive citations front faculty and library staff for subscriptions for 
professional collections 

3. Receive issues/^rts of serials/nunbered series fran the aajulsitlons 
section/branch ^Aiich were received on e^^proval, as gifts, etc. 

4. Develop a working knowledge of the library's collection development 
policies and guidelines 

5. Refer questionable citations/itens to supervisor for selection review 

6. Determine source of procurement for each title ordered (jobber, 
direct, gift^ exchange, etc.) 

7. Supervise ordering of serialsAunbered series: 

verify and locate additional bibliographic data as required; 
refer problens to supervisor 

search serials records to determine if title is ^read^ on order 

for older naterials/citations, search library's catalog (s) to 
determine if entire series is in the collection alreac^ 

prepare serials records for titles to be ordered 

prepare subscription orders, including the proper "ship to" ad- 
dresses for copies for departmental libraries, if £^>propriate 

prq>are purchase orders, if required 

prepare order docunentation for mailing 

forward order documentation to the aoquisitiaiS secticn/branch 

for fiscal control and mailing 
claim outstanding orders (no issues received) 
claijn missing Issues 
cancel orders, as required 
re*lssue orders to different sources as required 
order replacanent copies of deanage^/lost issues 
process renewals 

maintain a statistical record of ordering operations 

8. Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problems to hi^er level 
staff, as e^ropriate 



204 

O 143 ^ 

ERIC 



ACTIVITIES 



SBOALS axrnoL wm level 



Itecelpfc ProcesfiLiQ 

9. Sipeivlee receipt processing of serlals/b itered series: 

sort incanlng itensr if appropriate 

search seiials file to locate the records 

iIHbte records with receipt of individual. issuesAiunbers/parts 

flag records for gsp filling 

reccrcl/affix locator data on each piece (classification nu ^r, 

special collection symholr etc.) 
mark materials with the libraiy's identification 
affix security labels 

place issues ii. cqpecial bindersr if appropriate 

place new serial titles on the 2^opriate truck for delivery to 

the cataloging sectioiVbrandi 
place items ^idti have title dumges on the truck for cataloging 
place new issues for the reading roan on the appropriate truck 
place issues for the stacks on the iqppropriate trucks 
place issuers for departmental libraries/special collections on 

appropriate trucks if check-in is performed centrally 
deliver trucks to proper locations 

annotate receipt on packing slips/involoe copies, if received, 
and forward to the acquLsiti jns sectidv^ranch 

annotate packing slip^invoice copies for daroagecl/iinperfect or 
mwanted hardbouid series; forward docunentaticn and pieces 
to the acquisitions sectio;rv1>i:anch for processing 

place surplus materials In specified area to await proper 
di^sal by the aoquisitionn sectiofv^ranch 

maintain record of receipt processing statistics 

10 • i^sign processing priorities to nei^ fierials titles and to other series 
requiring update of cataloging records 

File Maintenance 

11. Supervise creation and maintenance serials records: 

input records for copies ordered ?.ox the college/university 
library and copies ordered for departmental libraries 

update records with data re: cancellaticns, reissucSf claimSf 
and gap filling 

update records with idielving location caca for newly-cataloged 
tiUes 

update records with data re: change ir frequency , diange of 
title, diange in publi^er, cesaation, change of dielving 
location, etc. 
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ACTIVITIES 



ERIC 



SEKlfLS CONTROL EMTRSf LEVEL 

Pile Maintenance foont'd) 

11. Supervise creation and maintenance of serials records (cont'd): 

ii^ut new records for neiirly cha iged titles 

iqpdate records with binding control data if serials records are 
autcnated 

input cross reference records as required 

remove records from the active file when eqppropriate 

delete records when appropriate 

maintain statistical records of file creation and maintenance 
operations 

12. Si:pervise the forwarding of oorrespond^ice re: cessaticcv/coirpleticn of 
series to the cataloging section/branch following maintenance of 
serial records 

Other 

13. Handle problems related to ordering and receipt processing of serials/ 
nunnbered series and to overall maintenance of serials records; refer 
^> oblems to higher level staff, as appropriate 

14. Conduct library business by phone, ^en e^ropriate 

15. Write memos and letters, as required 

16. Prepare manuals of pr'v^ures 

1# • Make reconmendat^ ^ ^ . the section/branch manager for improvement in 
operations of the . /sectiorv/branch 

IS. Attend and particii:ate in staff meetings 

19. Provide an cverviev of the operations of the unit/section/branch to 
visitors, as requested 

20. Si^rvise technicians paraprofessional staff and studoit workers 

21. Work to develop "esprit de corps** among staff super/lsed 

22. Assist 8ectioiv1:>ranch manager in writing job descriptions for self and 
for staff supervised 

23. Assist sectiaVbranch manager in developing performance standards for 
self and for staff supervised 
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SERIALS OONIROL ENTBY LEVEL 



Other fcont'd^ 

24. Assist manager in the review and performance evaluation of et^lf 
si^rvlsed 

25. Assist in the selection of neii^ technicians and par^professicnals 

26. Keep abreast of developments in the information field, library 
practice, or legislation that affect lJi)rary processing and control of 
serials/hunbered series 

27. Attend professional meetings and pr^re r^rts for dissemination to 
staff 

28. Develop professional contacts both within and outside the library 



SERIALS CDNTRX MID LEVEL 



VBrif ication and Ordering 

29. Develop procedures for the verificatim and ordering of serials/ 
niinbered series 

30« Sipervlse the maintenance of an address file of procurement sources 
for serials 

21. Draft form letters lor ordering serials, daiming/'cancellijig orders, 
claiming missing issues, ordering lost/damaged Issues, etc. 

32. Work with the acqpiisitions secticiv/branch to schedule purdiases of 
serials in order to operate within the budget 

33. Work with the aoqulstions secticrv^ranch to develop procedures for the 
handling of the final steps in serials ordering and Invoice processing 

34 « Idmtify sources for filling gape when the required Issues are 
unavailable from the publiahers 

35. CSoordinate gap filling as ga^ are reported by collection maintenance 
staff as part of bind:Uig preparation and inventory operations 

Rficgjpfc ProcesBlng 

36. Develop procedures for receipt processing of seriale/niinbered series 
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ACTIVITIES 



SERIALS CONTROL NED LEVEL 



File telntenanoe 

37 « Develop prcx^edures for maintennace of the serial records 

39. Make preliminary selection of fonns an^or develop draft record 
formats for all serial record files 

39. Work with collection maintenance staff to develop procedures and 
record formats for including binding control data in automated serials 
records 

Fiscal Qontrel 

40. Together with the aogulsitions secticn/branchr work with the contract 
and/or purchasing department (s) of the college/university to identify 
unique requirements and develop draft procedures for purchasing 
serials and services (e.g., open ended subscripticnsr dealer check-in) 

41. Work with the acquisitions section/branch to develop procedures for 
proper packing slip/invoice handling and receipt certification by 
serials records 8:^f 

42. Assist acquisitions section/branch in resolving ax^ problons related 
to payment for serials 

43. Remain aware of the expenditures and balances in the serials 
account (s); notify the sectiorv/branch manager of situations ^ich may 
require special action 

44. Project budget requiranents for purchasing serials for the new fiscal 
year 

£SthSC 

45. Assess performance of existing equipnent/systems used in serial 
records and investigate ceqpabilities of otl^er equipment/systems 

46. Reccnmend acquiniticn of new/additional equipnent/systems 

47. Train staff in pperaticm and in-house maintenance of equipnent/eystems 

48. Supervise in-4K>u8e operation and maintenance of equipnent/systems 

49. Gather Infomation for maintenance contracts on equipnent/systems 

50. Draft statements of work for contract proposals for services, systens, 
equ^fment and/or maintenance 
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ACl'XVITJlES 



SERIALS COtrTBOL MID LEVEL 



Other fcQRt'd) 

51 • Evaluate ocxitractors' proposeds 

52. Train and si^rvise entry levreL staff 

53. Assist in the selection of new professional staff 

54. Write articles for professional joumals/na/sletters lAien 2^ropriate 



SERIALS OONTROL SENIOR LEVEL 



55. Review itenis identified by staff as being of questionable suitability 
for the collection; concur with the selections an^/or refer the 
remaining questionable items to senior acquisitions staff for review 

56. \k>tk with senior aoquisiti<»is staff to formulate draft selection 
policies for serialfi/nunbered series 

57. Work with senior acquisitions staff to prepare draft selection 
guidelines for serial^numbered series to be used by selection staff 
as an aid in interpreting selection policies 

58. Contact faculty concerning the advisability of purchasing eypen^ve 
serials for professional collections versus placing them in the 
library's collection 

59. Coordinate the annual review by departmental/special collection 
librarians and faculty advisory groi:p(s) of the list of serials/ 
nunbered series currently aoquired for the litoary's collect:* on (s) 

60. Ocx)rdinate the annual review by faculty and library staff of the list 
of serial titles which they currently receive for professlcmal 
collections 

verification and HrArlng 

61. Select and maintain an u|.--to-date collection of aids to bibliogr^^ic 
verification of serials data 
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ACTIVITIES 



SERIALS Oa. j senior LEVEL 



Receipt Processing 

62. VR>rk with senior acquisitions and cataloging staff members to identify 
processing priorities for various categories of serials and to draft 
guidelines for priority assigrmait 

63. Function as a technical es^rt in all matters related to processing of 
serieils/hunbered series 

64. Interview dealers' represenUtives to learn about the particular 
services they offer 

65. Identify dealers who have a good performance r&x>rd in supplying 
irregular serials, congress proceedings, and other series v^ich are 
difficult to acquire on subscription 

66. Assist the secticm/branch manager in negotiating with dealers' 
representatives to obtain the required level of service in acquiring 
and/or processing serials 

67. Evaluate dealers' performance and tepott to secticn/branch manager 

68. Work with interlibrary loan and cataloging section/branch staff 
manbers to produce and/or update the library's serials holding list 

69. Draft serials records procedures and policies; draft revisions as 
required 

70. Flowcheurt and docunent ser;als records procedures 

71. Assist section/branch manager in on-gofng systems analysis of the 
secticnA>ranch 

72. Analyze serial processing statistics and prepatff (Iraft. statistical 
reports 

73. Train and siqpervise mid level staff 

74. Participate in canmitttees to Jet ermine faculty status/tenure, as 
required 

75. Function as sectiaVbranch manager in his/her absence 
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KNDHLHXZ 



SOCIALS OONTRDL ENTRY LEVEL 



*** knoirledgie related to Utaacy, naeiacy, oaBuoloBtians, etc. 

aibiect knowledge 

* knowledge of the primary subject field of asers served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Library t Tttformation . qcicnoe Khowledge (Generic) 

* famrledEpe of definition, atxnctnre, and foxaats of infonation 

* knowledge of alternative i^roaches to the organization of inf orroati(m 

* knoirlfldge oC alternative a g parndb m to letilevQl of infonatiai 

* knowledge of alternative sfproaches to information marageroent 

** knowledge of available and emerging infoinaation tednologies and their 
afjplications 

** knowledge of ccmpleted and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

** knowledge of haw to leazn on an ongoing basis 

Biowledoe about information work envirownentg 

** knowledge of the eqanding infomation oonnunity, its participants and 
their interrelationships (social, ecxnonic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Khcwledoe of what uorlt la Ame 

•* tamrledge oC the serials oantzol function, the range oC secvices and 

pcoAicts oceeced (both actnal and potential) 
** kno wleflje of the actjhritieB tfai± are leqpized to oCfer the seivioes and 

pradhioe the pBOdttrts 

* tamrledie oC the wuriaiM l eso ur oe e that axe nnniwify to sifpoct the 



•* hnovledge of secials oontcOl tools and sooxoas of bibliogxafhic 
Infonation 

knoirladie of serials oontxol aethods and tartMilgBBs 



* frnnritfUj^ of psrfooHnoe irwp trt^ an9 boir it osn be 

* tanrledie of ^ raiprmltJlitlss and working (e.g., range 

of antias, prctable o c iy w i t i o n , bsnifits, etc.) 
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SHOALS OONnOL QUIV I£VEL 



KhowleAie of how to do work 

** knoirledgie of haw to pecfcnB tfae varixxm ac^^vities 

** knowledge of how to nse the tderials control tools and aouroee of 

falhliognfhic Infonntlan 
** knowledge of how to tf^y the secials contral aethodB and tenfaniqpaes 
knovleog') of personnel procedures 

BMwledae of the inahitaitlcn t ved and Ita library 
« knowledge of tfae aissionf goals and olsjectlves of the institution 



knowledge of the atcuctore of the institution and the role of tfae 
libouy within the institution 

* knowledge of the various programs offered and key personnel within the 

institution 

knowledge of tbe policiee and p cooed ure s relevant to the llbcaiy 

* knowlef^ of the varioos zesouxoeB availahle within the libiaqr (e*g. - 

pecaooMlf e^oiiMntf etc*) 

* knowledge of tiie naecs* infonation needs and leqaireaents 

* knowle^ of tfae collection« and of related coUectionB 



SERIALS QOttrBOL KID LEVOi 



** greater depths of knowledge qpedf led above 

** knowledge of the flpenrt-lww of other sections in tfae Ubary and faow 

tfaqf rdate to serials control 
* knowledye of available v en fl uiHi B Bplied gyntawy services and products 
to auEpart serials control 
knowledge of the contracting process, both in general and within tfae 
ovganintion 

knowledge of evaluation f iHiuiki and tedniqnes to evaluate eystav, 
secvices and ngwf fc ir^ a 
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SQCULS (DNTBOL SimOR LEVEL 



greota deptbe of knovledge qpeclfled above 

* knoirladge oC pofalic cdations turtwIqiiPB 

* knowladge oC statistical deBcr^oi:ion« analysis, InteKpcefcatlon and 



^ '"^^^^Vf^ ^ ^'^'^ Ubcaiy cesoucoes Materials, 

psESGDnfll, q^aoe, abc«) 

* knowlfldsie of cost analysis and Intacpnitafcicn MtliodB 
M koaOm^ of MUiodB of nsooioe allocatian 

** taKMla^ of standudB, ■winiiinii and ■ettaoda foe esBlH±ing penonMl 

* knoirledge of alteaatlve siawawml stractnres and their lapIicBtlons 

for tte qpetftUcn of tbe lilrzaiy 

* state-of-^fae-ait knowledge of llbcazy iTnwiirli and pcactlce 
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SERIALS OONTROL 



ENTBY LEVEL 



** knovledge zelated to literacy, menKy, mmiiIihI limiy etc. 

Subject knowledge 

* knowledge of f orei9i langnages 

T.lhrary Tpfonnatlon Science Khowledge (Generic) 

** knovledge of definition, stioctnie, and fonats of infooBticn 

* knoirle^ of alteoMtive atin cedie B to the ocgnisatioi of inComation 
** knovle^ of altematiire anno a d ie B to letrieval of infoiBBtion 

** knoirle^ of altecnatlve ann oa di C B to inf cnaation —nmjfml 
** knavle^ of avail^ile and aMtglna infonatlon tednologies and tbeir 
amjUnetlonB 

* knowledge of oaieer jJHmt m itliw 

* knowledge of bow to learn on an ongping faaeis 

Khowledae about infomation work enylromenta 

* knowledge of the npnUinj infomation ccHniity, its paiUcliante and 

tbeir interrglntlonahlpB (aocial, ecawnic, tednioal, etc.) 

* knowledge of tbe finctions pecfoned within the wirious work aettlngs 

and tbe Buvloes and products ottered 
** knowledge of tiie users of tiie seivloeB and pcodacts, tteir diaractei^ 
istics and Infonatlfln habits 

Khowledce of what work la done 

** knowledge of the serials control finction, tfas range of seivlces and 
products offered (both artnal and potential) 

* kno wledge of the nc0.vities that are required to offer tbe services afid 

produce tbe products 

* knowledge of tte various resonroas that are neceaaaiy to sqpport tbe 

activities 

* knowledge of serials control tools and sources of bibliogn^bic 

infomation 

* knowledge of serials control Mtbods and tertwIqiiiiB 

* knowled^ of perfomance wpacted and bow it can be ■wioiireJ 

* knowled^ of job reaponslfailities and working conditions (e.g., range 

of du t ies, probable co^penaaticn, benefits, etc.) 
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Wna LEVEL 



Khotflcdae of htv to do work 

* knowledge of bow to pecfon the various activitiee 

* knowledge oC bow to nee tbe serials oontrol tools and sources of 

* knowledge of bow to afiply tlie aerials oontrol aetliods and tedniques 

* knowled^ of personnel pcooeAires 

KhCTtfledoe of the Inatltaitlon gerved and Its library 

* knowledge of the Bission, goals and objectives of the institution 

served 

* knowledge of the structure of the institution and the role of the 

library within the institution 

* knowledge of the poaicies and procedures rdevant to the library 

* knowled^ of tiie various r eao ur cee available wiUiln tbe library (e.g.* 

peraonndf wjiiifwilf ctc«) 
** knowledge of tbe osers* infooaation needs and regpiiranents 
** knowledge of tbe oodlectionr and of related collections 



SESOALS (DSTBOL MID LEVEL 



* greater depths of knowledge a|>ecified above 

* knowledge of tbe operations of other sections in tiie libraxy and how 

tiMy relate to aerials oontrol 

* knowle^ of available vcndor-aopplied systosr services and products 

to sqpport serials oontrol 

* knowledge of tbe contracting processr both in genoal and within the 

organ i ration 

* knowledge of evaluation BetfaodB and tedniques to evaluate BgetmB, 

sovioeB and products 
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SERIALS CDNTBOL SWIOR LEVEL 



* graater depths of knowledge specified above 

* knowledge of pdblic icOatlons tedniques 

* kno wle^ o f statistical descriptiai, analysis, intezpretation and 

pcesentatlon 

* kno wledge o f tfae costs associated with libcazy zesouzoes OH^ialSr 

* knowledge of cost analysis and intezpretation aethods 

* knowledge of aethods of zesouzoe allocaticn 

* knowledge of standuds, ■wioaz es and aetfaods for evaluating personnel 

* knowledge of alteznative ■a na u c a cul stzuctuzes and their iipdioations 

for the operatton of the liixazy 

* state-of-tiie-«rt knowledge of libzszy research and pzactioe 
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SERIALS (XmBOL Wm LEVEL 



Baeic SKiXlB 

*** liteiacyy nwrary, oo^iitive, analytical, i <mii^< nl Iimi, etc. 
gtmB itei^fed to Specific ari-ivlhleg 
Ability to: 

* pexiom odl activity 

* fwtahllrtt xanpoct with naexs and coUeagiiee 

* HMiili nil well bf written, vecbal and non^veifaBl asans 

* conduct an inteivieir 

* conduct meetings with individuals and groups 

* collect, analyze and Interpret Jata 

■ake daclBions and xeooBendtaticns baaed cn available infounldon 

* auperviae staff 

** work independently and in gcoi^ 

* develop criteria for evaluation 

Ability to: 

* lake effective, tlaely, and well-infoned dpcislcns 

isolate and define problenis and develop the necessary criteria and 
action for their solution 
** aanage tla« effectively 



SERIALS QOmOL MID LEVEL 



Skills Related to Each Specific Activity 
** flcHiA listed above are deveHoped to a gxeober estent 
Ability tox 

* perceive the needs oC the ocgeniBrtdon and not jnat tbn litacary 

* antlc^ate long-iange need s of libiaiy 

* desist qfsbeBB and pcooedotes to liai'we llhcaiy opera tiops 

* arbitrate and negotiate 
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SERIALS COmOL SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability to: 



** ngndy aethodB of Miiniirfrnl and evnlmtion 

** buA^ and sake ^xa^edtlaoB 

** 0|ir hilBp tfae use oC lifacaqr lesonroes 
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SERIALS CDNTROL WTRX LEVEL 



Basic SKiXlB 

* litemcyf imeEBcyr O09ilti?e« analytical« mhiIi iil icnB, etc. 

Skills Related to Specifi c Activities 
Ability to: 

* peEfooi jDdl activity 

* fwl-«hHah Eaglet with users and oolleagiies 

* iinili nU veil by vcitten, vedbal and non-iredal aeans 

* conAict an inteiviav 

* condDct ■wtinjg vitfa individtaalB and gcoops 

* coUectf SDBlyae and intezpcet data 

* aake <lnn1>riffn8 and iwiniilil imii based en available inCozaation 

* flupecvise atalK 

* \toA inJf|)endftiHy and in <|iui%is 

* devtiop cciteria for evaloaticn 

Ability to: 

** aake e£ftetive, tiady, aod nell-inf Qned aRclslcns 

* isolate and define pnUcns and deveOop tbe neoessazy criteria and 

action foe their sodutico 

* aanage tlw effectively 



SERIALS CDNHOL HID LEVEL 

Skills Related to Each Specific Activity 
** Skills listed above are developed to a greater eitent 

Ability to: 



* perceive the needs of the ocganisation and not just the library 
** anticipate long-range needs oC library 

** dB8i9i flysteas and pcocedbres to li^cove libnuy operations 

* arbitrate and negotiate 
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SESaM£ (XmSOL SENIOR LEVEL 

* Skills Hated above aie dewlaged to a gieater extent 

Ability to: 



* aKdy ■etbocb oC ■mo u rount and evaluation 

* budget and sake projections 

* opt-taly the use of libcaqf cesoucoes 
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SEREMiS aymoL 



* n B c pe ct fior p c o C eaB i on 

* neq pec t for tte Ubciiiy 

* n e n pec t fior tbe pazcnt oiganlxstion 

Attltiideg ToMBrd Other People 
Ttaward naera 



** Like people in general 

* Like to help people 

* Like to meet peo^e 

** Like to make others fed oomfortable 

* Sensitl^/e to others' needs 

Toward Ofchern in thP Mnr^pl^^^ 



* Uke to mik nitV oUnn/as a 

* Like to work on cm 

* WUlliipieaB to drav qpcn and ehue knovledge and o^erifinoe with 



SiRoctite oC oo^MockeEs 

Eta^ ■ a n ngi n g/iBiycrviatog others 



Pcraonal nuaUHga 



* Assertiveness 

** GGDpassioivlUndiess 

** Cheerfulness 

* IManlmitlaq/taiacity 

* Diplomacy 

* Bttoticnal stability 

* Biicness 

* FlexibUity/VtersatUity 

* Snaglnation 

* Inquisitiveness 

* Leadership ability d25 
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P»>rBona1 f>«lttlea foont'd^ 

* Neatness 

** Meed for achievement 

* Gbjectivlty 

* Open-mindechAss 

* Ojptimlsnt/^itive attitude 
** Ocgsnlafclsn 

* BBtimoe 

* Itiysical endurance 

* neo o ur oe fu l 

** Sensitivc^/lhoughtful 
** Sense of honor 

* Sense of ethics 

* Tolerance 



Afctltaides Related to JobAtork/Qrqanizatlon 
individual Ehould denonstrate: 

** NillingMBB to tak^aooept cMpanaifaUity 

* wllllngiess to take Jnltlative 

** Wninyiees to respond to authority, a[|dy and follow policy 
** Dasiie to Imxn/txy 

* Willingness to fftil 

** wnHnjtMW to a* qMstions 

* Desire to work to best of ability 
** BB^ponslvcneBS to tiae oonstxBints 

*** Aocancy 

* Willin^iess to get hands dirty 
*** Attention to detail 

* NlllinspwaB to &> decioBl tasks 

* Desiie to taiLliCMHiuaai^k 

* Service orientation 

* Organizational identity 

* Willingpiess to promote library and its services 

* View of library as part of a larger infooiation environoent 
** View of library as an organization 

* Ability to see broad picture 

* Ability to sacrifice dx>rt-teim gains for l(»g-tem goals 

* Political sense 
** curiosity 

** Viriety of Interests 
*** Desire to grow personally 

* Desire to grow professionally 

* Desire to ronaJn current in specific and general subject field 
*• Fositlve attitnte tmazd job 
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SERIALS CDNTRQL 



Pjapoalttonal Afctltudee 

Attitudes Ttoward Inatltutions 

* Hwpcct: Cur pcoCesBicn 
Attitudes Ttauard Other People 

ToatA Caera 

* nmpnrf ueecs 

* Like people in general 

* Like to hdp peGfAe 

* Like to WBtt peoiple 

* Like to aake Mm fed ooneoctahle 

* Sensitive to oUieci neede 

Toward Others In the Workplace 

* Boepcct'. cx> woLhers 

* Like to nock with otfaeca/as a ttm 

* milingneBB to dcav upon and ahare knowledge and experience with 

olhecB 

* Slfportive of co-wocfcers 

* Bn joy ■wnagina/iwipenrising others 

Personal Qualities 

* Alertness 

* Oonf idenoe 

* Cheecfiilnees 

* Dependrisillty 

* DBterBinatia^taiacity 

* niplflSBcy 

* ftaoticnal stability 

* MiinesB 

* FleidbilityAteaBtility 

* Xngpisitivmess 

* LeaderflU^ ability 
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SQ^ALS (DNTROL 



Beracnal Qualities roont'd^ 

* O^oaraindediess 

* qptiaio^/^oeitive attitude 

* Organiaticn 

* Bitloioe 

* IlijfsioBl endsanoe 

* ResomoBfuiL 

* SensltivOlxMig^itfiil 

* Sense of boor 

* Sense of ethics 

* fioleEanoe 



aM-<friWiD« frft inh/WDrk/OrqanlMtlon 

IDdividaBl aboold dBBcnstcate: 

* Mlliiigpiess to talu/aooept reaponsibility 

* liillJii9Mss to take initiative 

* Willingaess to raspond to andiority, acfily and follow policy 

* Desiie to leaxq/tiy 

* Nillinspeas to fail 

* HillingMss to aak questicns 

* Desire to work to best of ability 

* muingneas to get hands dirty 

* Attention to detail 

* WillinTieBS to do clerical taaka 

* Oar JLre to foUoiHiiroiigli 

* Senrioe orientation 

* Organizational identity 

* ifilllngpieaB to pcoaote lifccacy and its senrioes 

* View of lifacaiy as pact of a laxgu: inf onation cu vit ui en t 

* Vim of lifarary as an ocganiatlon 

* JIhility to see facoad picbire 

* Ability to sacrifice dK>rt-tenn gains for long-term goals 

* Political sense 

* Qiriosity 

* Variety of interests 

* Desire tr grow personally 

* Desire to grov professionally 

* Desire to roaln current in specific and goieral subject field 

* Positive attitude toiiard job 
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